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TERMS OF REFERENCE /SCOPE of WORK

{FOR LONG-TERM SERVICE AGREEMENT (2 YEARS)}

Project:


Vehicle Rental Services for Vehicles with Driver and Fuel

Location: 

See List Table A for Locations and Quantities

Duration: 

Two Years
Project Start date:
Expected between August 2023 and Dec 2023, with a gradual implementation process.
Reporting to: 

Supply Chain

1 Background
Established in 1951, the International Organization for Migration (IOM) is the leading United Nations Migration Agency in the field of migration that works closely with governmental, intergovernmental, and non-governmental partners. IOM ensures the orderly and humane management of migration, promote international cooperation on migration issues, assist in the search for practical solutions to migration problems, and provide humanitarian assistance to migrants in need including refugees and Internally Displaced Persons (IDPs).

The International Organization for Migration (IOM) in Iraq, within fragile security environment, operates a multi-sectoral response that includes the provision of camp management and camp coordination, shelter and infrastructure rehabilitation, health care, mental health and psycho-social support services, livelihood assistance, protection, and support for national migration policy development. IOM Iraq while operating to achieve its goals of the stated activities operate and use vehicles rented from third parties for IOM staff members with a total number that range between 200 to 300 vehicles on a monthly basis in all over Iraq for different offices and for different program units.

2 Purpose of ITB
IOM Iraq is looking for professional service provider (s) for the provision of Vehicle Rental Services with whom IOM Iraq shall establish Long Term Agreement(s) (LTAs) for the Period of Two Years with possible extension based on performance. Terms and conditions must remain fixed during the LTA period. The operational Centers and Locations as shown in the below table and the type and number of rented vehicles may vary from month to month significantly in accordance with operational requirements while IOM Iraq will provide details to the Service Provider on the quantities and types of vehicles required on a monthly basis and in advance. 
	Central (Baghdad) 

Main Office and Sub-Offices

	
	Location
	Current Number of Vehicles w/Drivers

	1
	Baghdad Office
	

	2
	Babylon Office
	1

	3
	Anbar Office 
	3

	4
	Dyala Office
	

	5
	Karbalaa Office
	

	6
	Najaf Office
	

	7
	Qadisya Office
	

	8
	Salah Aldeen Office
	3

	9
	Wasit Office
	


	North (Erbil office) 
Main Office and Sub-Offices

	
	Location
	Current Number of Vehicles w/Drivers

	10
	Erbil Office 
	1

	11
	Duhok Office
	3

	12
	Sulaymaniyah Office
	2

	13
	Kirkuk Office
	2

	14
	Ninawa/Mosul Office
	24

	15
	Sinjar
	


	South (Basra Office)

Main Office and Sub-Offices

	
	Location
	Current Number of Vehicles w/Drivers

	16
	Basra Office
	

	17
	Dhi Qar Office
	

	18
	Missan Office
	

	19
	Muthana Office 
	


Note: The interested Service Provider shall have the right to bid for one Hub or more Hubs listed in the above tables (North, Central, South) according to their capacity but not for a particular governorate. 

3 Eligibility to Bid
This tender is open for both local service providers in Iraq and international service providers who have an operational presence and are legally registered in Iraq and are able to demonstrate their ability to provide the services required and have the necessary personnel, equipment and resources to deliver the services. Service providers should have relevant experience in the rental of vehicles. The service providers should also have a good understanding of the local market and local regulations and laws and be able to provide the necessary services in a timely manner and be able to provide a competitive price for their services. Eligible bidders should meet or have the below:
· Valid Govt. Registration Certificate to operate in both the Kurdistan Region and the Central and South Regions.
· Experience: The bidder must demonstrate the ability to provide required services. This should include evidence of the bidder’s previous relevant experience in providing similar services and potential to meet the required vehicles for the project.

· Financial Capacity: The bidder must demonstrate financial capacity to provide the services requested. This should include evidence of sufficient financial resources, such as a minimum of three years of audited financial statements, bank statements as evidence of the bidder’s ability to secure the necessary financing for the project.

4 Geographical Scope  

Vehicles are typically and mostly used within the specified governorate; however, there may be occasions when transportation is necessary to locations outside of the particular governorate but still within the centers listed in the above tables (North, Central, South) though this is not on a daily basis.

5 Service Provider Responsibilities:
5.1 Providing the services: provide the provision of Vehicle Rental Services to IOM Iraq in accordance with requirements mentioned herewith in terms of reference. 
5.2 Ownership/leasing: IOM Iraq expects the Service Provider of Vehicle Rental services to possess an adequate number of vehicles to fulfill the requirements of the contract. IOM Iraq acknowledges that the Service Provider may need to sub-lease vehicles to attain the required number however these vehicles will be treated as being owned by the Service Provider and is fully accountable for any liabilities associated with the sub-leased vehicles. In all cases, the Service Provider shall be referred to as “the Owner” in the agreement and any other documents signed with IOM.
5.3 Maintenance of Vehicles: Ensuring that all vehicles are properly maintained and serviced. The maintenance of the vehicles as well as the fuel consumption including oil and filter will be led by the Service provider and the full maintenance costs of vehicles will be included in the offered rental price. Furthermore, maintenance will be mandatory and should be scheduled outside working hours. If it is not possible to plan the maintenance outside working hours, the service provider, with no additional cost for IOM Iraq, will provide a replacement vehicle.
5.4 Insurance: The service provider commits to provide all vehicles with a full/ comprehensive insurance policy. Insurance costs must be included in the rental price. Furthermore, rented vehicles must be registered with an authorized and/or well-established insurance company. IOM Iraq shall not be responsible for any damage or loss caused to hired vehicles or loss of life injury made to any person or damage to any property on account to lease of hired vehicle for any manner whatsoever. The hirer shall be responsible for all such litigation. 
5.5  Working Hours/ Vehicle Usage: IOM’s regular duty is from Sunday to Thursday 8 hours per day, however, sometimes there might be need for services during the weekend as well. The service provider shall ensure that the vehicles report for duty for minimum 15 minutes ahead of start timing and are available for 8 hours in a day (8:0am – 5.00pm), this includes one hour break.
5.6 Reporting: IOM Iraq expect the service provider to provide detailed and accurate reports on the vehicles they are renting out. This should include information such as the make, model, and year of the vehicle, the number of miles driven, the number of days the vehicle was in use, the cost of the rental, and any other relevant information. The service provider should also provide regular maintenance and safety reports on the vehicles, as well as any other relevant information that may be requested. Additionally, the service provider should be able to provide proof of insurance coverage for the vehicles they are renting out. Finally, the service provider should be able to provide detailed reports on any accidents or incidents that occurred while the vehicle is in use by IOM Iraq.
5.7 Focal Point Contacts: The service provider should assign a Finance, Admin, and Operations staff, to coordinate with IOM on all issues related to their area of responsibilities. The representatives should be actively involved and highly responsive with good English communication skills to ensure an effective and smooth cooperation.
5.8 Misbehavior and Misconduct: IOM Iraq expect the service provider to provide its assigned drivers to IOM Iraq– on account with awareness sessions on prevention of sexual harassment, misbehavior, misconduct, and abuse of authority in line with IOM Iraq values and policies. The service provider take appropriate action in the event of misbehavior or misconduct. This includes informing the relevant authorities, such as the police, if necessary. The service provider should also take steps to ensure that the safety of IOM staff and other customers and staff is not compromised. 
5.9 Replacement of Drivers/Vehicles: The service provider is obliged to provide a driver who meets IOM Iraq's requirements, and if the approved driver is no longer available, the service provider must assign a new driver within 48 hours. Furthermore, IOM Iraq must be informed of any driver changes at least 48 hours in advance. In the event of a driver breaching IOM policies and security regulations, they will be replaced or terminated. Additionally, if any of the provided vehicles experience a breakdown, the service provider must replace the vehicle with one of the same or better model within 24 hours; failure to do so will result in a penalty.
5.10 Vehicles Fuel: The Service Provider will ensure that all contracted vehicles have fuel at all times and at no time will the vehicle use be compromised by non-availability of fuel. The service provider will also be responsible for monitoring vehicle fuel consumption to avoid any misuse as IOM will not be liable for theft or misuse of fuel from vehicles by Drivers. IOM will not be charged for the day’s vehicle rental in the case that the vehicle is available but does not have fuel.
5.11 Communication of Orders: The service provider shall provide car and driver rental services only when requested by IOM - Supply Chain Unit. The service shall be based on written order issued by Supply Chain Unit.
5.12 Vehicle specification, requirement schedule and ceiling of usages: 
1. The vehicles hired shall be in good condition and shall not be older than 5 years. 

2. Number (Qty.) of vehicles will decrease or increase subject to the need of IOM. 

3. The hiring of vehicle and drivers shall be subject to the following ceiling of usage: 

4. Monthly basis: 8 hours per day and 5 days in a week from Sunday to Thursday, from (8:0am – 5.00pm), this includes one hour break. 
5. Daily basis: The vehicles shall be required for 8 hours in a day (8:0am – 5.00pm), this includes one hour break. 

6. The assigned vehicle for monthly basis will travel to the field within location. IOM will be responsible in providing access permission for the drivers and the vehicle(s).

7. On the condition that the service provider(s) failed to provide the service required by IOM within 48 hours of contract commencement or during the course of the contract, IOM shall have the right to procure services from the market and any additional expenses associate with the action will be borne by the service provider. 
8. The vehicle’s specification shall be as follows:

	Sl
	Type of vehicle / Engine Capacity
	Required model

	01
	Pick up 4x4 brands to be (Nissan, Toyota, Mitsubishi)  
	2018 and above

	02
	Bus 14 Passengers high ceiling specified brands  (Toyota, Nissan, Honda)

	2018 and above


· Engine Capacity: The engine capacity should be sufficient to meet the needs of the mission, such as a minimum of what is specified in the above table. Fuel Efficiency: The fuel efficiency should be sufficient to meet the needs of the mission.
· Safety Features: The vehicle should be equipped with safety features such as airbags, seat belts; anti-lock brakes, and stability control.
· Comfort Features: The vehicle should be equipped with comfort features such as air conditioning, power windows, and power locks. 6. Interior Space: The interior space should be sufficient to meet the needs of the mission, such as a minimum of 5 seats. 
· Durability: The vehicle should be durable enough to withstand the rigors of the mission, such as a minimum of 5 years or 100,000 miles of use. 
· Vehicles must include all safety measures and tools to ensure their safety function. Such tools and measures include but not limited to the following: 

- Spare wheel 

- Standard tool kits (including jack and bolt wrench) 

- Safety Triangle 

- Fire Extinguisher 

- Air Pump 

- Air bags 

- Seat belts 

- First Aid kit
- Fog light.
6 Drivers Qualifications (non-negotiable):
· The driver(s) or staffs of the service providing company must be Iraq Nationals and should have the National ID card. 

· The driver assigned to IOM Iraq duty should have a valid and original driving license with at least 5 years of driving experience in driving passengers with knowledge of local traffic rules and knowledge of the different locations of assigned. 

· Physical fitness: The driver should be physically fit in order to safely operate the vehicle.
· Clear criminal history, clear alcohol records, clear drugs records and clear sexual harassment records. IOM Iraq has the rights to request for a proof of such records and has the right to interview the driver(s).  

· Driver(s) assigned for IOM Iraq duty shall be able to speak in English as a second language. Knowledge on reading & writing of English is also preferable.

· Must have at least two years’ progressive accident-free driving experience. The driver must also be professional and disciplined. 

· The assigned driver(s) for IOM Iraq duty, must have knowledge on the technical automobile use. 

· The driver must maintain high standards of personal hygiene. And must be equipped with the mobile phone provided by the service provider while on duty. 

· Ability to work in a team: the driver should be able to work in a team in order to ensure the safety of passengers and other drivers.

· Ability to handle stress: the driver should be able to handle stress in order to remain calm and focused in difficult situations.

· Ability to work in a multicultural environment: The drivers should be able to work in a multicultural environment in order to effectively interact with passengers from different backgrounds.
· Documents that will be required to be submitted by the drivers are but not limited to:

a)  Valid driver’s license (General license) 
b)  Fitness Medical Certificate
c)  Criminal Clearance Record Certificate by relevant Local Authority

7 Driver(s) responsibility: The assigned drivers will be responsible for the following:
· Travel to the field within assigned location area, will be part of the driver’s daily assignment. 
· The driver will report to IOM Iraq, Supply Chain Unit focal point on all operational issues related to their day-to-day duties. 
· The driver must complete the daily logbook detailing the locations visiting, the name of the passengers their signatures, the date of the trip, the start and end odometer and the mileage, signed by IOM transport focal point. 

· The driver must comply with the traffic laws. IOM will not be responsible for any damages / case filing by the law enforcement agencies for the rented car that results from the driver’s non-compliance of traffic law. 

· The driver must not discuss his movement / any of the information with any third party that is not related to UN IOM. The driver must have to sign IOM Iraq Data policy. 

· The driver will not smoke in the car, overspeed or harsh brake. The driver should not leave the vehicle motor open when the vehicle is not moving. 

· The driver shall be present 15 minutes ahead of his assigned duty. 

· The driver must come to the office in formal or smart casual dressing and service provider will be responsible to ensure appropriate dress code to the assigned drivers.  
8 IOM Responsibilities 

· IOM Iraq will introduce the fleet focal point who will be in charge of managing the day-to-day transport services. 

· All requests for daily or monthly or ad-hoc drivers should communicate through an email sent at least 24 hours in advance. 

· IOM Iraq will ensure the access permission to the drivers and to the vehicles.
· IOM will provide relevant trainings such as PSEA, Security, Driver’s Code of Conduct to ensure that the Drivers are equipped to provide the required services.
9 Quality Control & performance indicators for evaluation of Service Provider: 

The performance evaluation will be based on the following criteria: 

· The turn-over of the assigned drivers: the frequency of the change in the assigned personnel 

· The accuracy of the monthly invoices, overtime sheets and logbooks. 

· The speed in responding to queries – email communications, requests, and feedback. 

· The company’s monitoring system on its driver’s behavior.

· The condition of the vehicles assigned to IOM account. 

· The level of training provided to its assigned personnel. 

· The company’s control measures over its assigned drivers including their commitment to IOM’s working schedule and dress code. 

· The company’s compliance with the Iraq law.

a. Frequency of performance reviews: Performance reviews to be carried out on periodical basis, once to four times per year, to measure the quality of the services and the company’s performance as well as review the company’s comments on any challenges that may arise during the contract period. 

b. Quality Control: The service provider shall establish and operate to monitor on a regular and continual basis the quality of services provided to IOM. These procedures shall include a self-inspection system covering all the services to be performed under the Contract and shall include a method for monitoring, identifying and correcting deficiencies in the quality of service furnished to IOM.

c. Vehicles Tools and Safety Measures: The service provided must ensure that the assigned vehicles to IOM account must include all safety measures and tools to ensure its safety function. And must have:

· Valid comprehensive insurance 

· Valid registration documents: the car is registered with traffic department (Copy of valid insurance demonstrating coverage for all listed vehicles, Vehicle registration certificates) 

10 Realistic delivery dates and details on how the work must be delivered:

· The successful service provider(s) must be committed to providing the pool of drivers and vehicles on long term fixed periods of monthly to annual basis and on short term periods of daily to weekly basis. 

· All vehicles must be maintained on systematic basis to ensure there are no disruption to the services. 

· The company must have a system to retain the high performing drivers and therefore minimize the turnover of drivers which will disrupt the level of services provided to IOM. 
11 Contract duration & termination in case of unsatisfactory performance: 

· The contract(s) shall be for an initial period of 2 (two) years from the date of signature, with the option to renew for another 2 (two) years upon confirmation of contractor’s satisfactory performance. 

· Standard IOM’s contractual penalties shall apply, IOM may choose to hold the payment in case of misconduct, bad quality or unjustified high cost. Performance measurement will be conducted as stated in the RFP. 

· IOM reserves the right to terminate the contract at any time as follows: 

· On one month notice in the event of change of controlling ownership of the service provider or in the event the service provider fails to maintain a high level of performance and service standards set forth in the contract; or 

· Immediately in the event, the service provider entering into liquidation, whether compulsory or voluntary, or enters into receivership or bankruptcy.

12 Payment terms & Mobility cost: 

· The hire vehicles charges to be paid on monthly basis for both “monthly basis hiring”, “weekly basis hiring” and “daily basis hiring”. 

· The payment shall not include cost of mobility. 

· IOM Iraq payment terms to the service provider are as follows: payment is due after service is delivered on a monthly basis by the end of each month and within 30 - 45 days from receiving of invoice and logbooks. If an invoice and logbooks are received on the 10th of the month, payment is due within 30 - 45 days of receipt.
By:
Supply Chain Unit 

International Organization for Migration 

Erbil, Iraq 


