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REQUEST FOR PROPOSALS #51

INSURANCE BROKERAGE SERVICES FOR 2019- 2021

In support of 

ELIZABETH GLASER PEDIATRIC AIDS FOUNDATION (EGPAF)
P. O. Box 13612 - 00800, Nairobi, Kenya
Tel: (+254 - 020) 4454081-3 

Firm: Deadline: 2nd September , 2019

The Elizabeth Glaser Pediatric AIDS Foundation (EGPAF-Kenya), a non-profit organization, is the world leader in the fight to eliminate pediatric AIDS. Our mission is to prevent pediatric HIV infection and to eliminate pediatric AIDS through research, advocacy, and prevention and treatment programs. For more information, please visit http://www.pedaids.org.
BACKGROUND
Elizabeth Glaser Pediatric AIDS Foundation- Kenya is soliciting for proposals for Provision of Insurance Brokerage Services for Medical Insurance, GL/GPA insurances from Kenyan Brokers/Agents; for its employees for the period 1st October 2019-September 30th 2020 (1yr) & 1st October 2020-September 30th 2021. (1yr) with an option for a 3rd year solely at the Foundation’s discretion 

PURPOSE/ SCOPE OF WORK
The selected broker/agent will support the Foundation in overall management of the specified classes of Insurance schemes. The scope will include (but not limited to)

· Analyze and provide professional technical advice on the bids received for all insurance covers that the Foundation may wish to enter into an agreement for 
· Negotiate with insurance companies to be able to offer the best terms and premiums to clients
· Help clients to mitigate risks and come up with working risk management strategies
· Handle policy renewals and amend policies
· Handle administrative tasks such as correspondence with insurers 
· Update the Foundation on legislative and regulatory changes.
· Explain insurance policies and advise the Foundation of any special situations that we need to be aware of.
· Provide professional and technical advice in the event of claim.
· Adhere to additional features/benefits/services commitments as presented by the brokers/agents in the RFP submission
· Manage an in-house fund that covers dental, optical, medical checkups and any other conditions as may be determined by the Foundation 
· Any other services as may be mutually agreed upon in writing between the Foundation and the broker/agent 

Minimum Requirements:
a) Regulatory
· Must Provide a current Insurance Regulatory Authority Certificate (IRA)
· Firm’s experience in Insurance Brokerage business at least for the last 3 years. Firms must provide reference, Purchase orders, contracts including those with International NGOs. 
b) Statutory
· Certificate of Registration
· Current trading License
· Current Tax Compliance Certificate
Note: Proposals from bidders that don’t provide and meet the minimum requirements will be considered non-responsive hence will not evaluated.

Procurement Method
Competitive Proposal

Selection Method 
Best Value

 Evaluation Criteria and Submission Requirements:

The Foundation will accept the proposal that presents the best value.  All proposals will be evaluated against the following Evaluation Criteria.  Each 

proposal must contain the items listed in the Submission Requirements column in the following chart. Please submit your Submission Requirements in the order that they appear below;
Stage I: Evaluation Criteria:


	Evaluation Criteria
	Submission Requirements
	Weight

	Past Performance
	Provide references from three Organizations to whom you have provided similar services in the last three years, for two consecutive years – Include International NGOs if any

NB: Must attach evidence in form of LPO’s; contracts; reference letters from clients served where such brokerage service was offered.


	40%

	Additional features/ Benefits/Services 
	Provide the additional benefits/services that the Foundation would gain if we were to award the contract. Bidder must demonstrate that they have value add services including;  risk surveys, advisory services, scheduled review meetings
	20%

	Cost 
	For in-house managed fund, all fees, or other charges to complete scope
	20% 

	Total
	



NB: The total score for Stage 1 Evaluation is 80 marks. Only the top 3 bidders will be considered for Stage 2 -Presentation. 




Stage 2 Evaluation Criteria (Presentations)

	Evaluation Criteria
	Submission Requirements
	Weight

	Methodology and work plan
	The bidder must demonstrate deep knowledge and provide a detailed work plan and delivery methodology/ plan outlining the following:
· Turn-around time for claims

· Response to inquiries

· Claims handling procedures and documentations

· Any other offerings/innovations 
 
	20%

	Total
	
	100%



SUBMISSION REQUIREMENTS
The proposal will be submitted as follows

· Requests, Inquiries, Questions, Clarification;
· This will be done via email to: nairobiprocurement@pedaids.org
 
· Answers to all questions received will be distributed to all potential bidders

· The Deadline for queries is on or before 26th August 2019


EGPAF Kenya reserves the right to reject all proposals, in whole or in part, enter into negotiations with any party, and/or award multiple contracts.  
Format and time of submission;
· Submission Form: PDF format by E-mail to: nairobiprocurement@pedaids.org; on or before the below stipulated date;
· Date: 2nd ,September, 2019
· Time: on or before 12.00 noon
· Presentation: Only the top three bidders will be invited to our Fidelity insurance Centre Office, for a presentation after the first stage evaluation 


KEY CONTRACT TERMS:

The anticipated contract period is 1 year with options for a further two (2) years at the EGPAF Kenya discretion.  The initial anticipated contract period is Oct 1, 2019 through September 30, 2020 with options to extend further for up to 2 years. Unless stated otherwise in the statement of the work, the Contractor is responsible for providing equipment and/or supplies required to perform the services. 
 
All deliverables provided to the Foundation must be furnished for the use of the Foundation without royalty or any additional fees.

All Materials will be owned exclusively by the Foundation.  Contractor will not use or allow the use of the Materials for any purpose other than Contractor’s performance of the Contract without the prior written consent of the Foundation.  

ADDITIONAL INFORMATION

All Proposals must be identified by the unique RFP#51 reflected on the first page of this document.  Failure to comply with this requirement may result in non-consideration of your quotation.
Any Quotation not addressing each of the foregoing items could be considered non-responsive.  Any exceptions to the requirements or terms of the RFP must be noted in the Quotation. The Foundation reserves the right to consider any exceptions to the RFP to be non-responsive. 
Late Proposals will be rejected without being considered.
This RFP is not an offer to enter into agreement with any party, but rather a request to receive Proposals from persons interested in providing the services outlined below.  Such Proposals shall be considered and treated by the Foundation as offers to enter into an agreement.  The Foundation reserves the right to reject all Quotations, in whole or in part, enter into negotiations with any party, and/or award multiple contracts.  
The Foundation shall not be obligated for the payment of any sums whatsoever to any recipient of this RFP until and unless a written contract between the parties is executed.
Upon placement of an order, the vendor will provide the services within a specified timeframe.  Rates/prices provided in the submitted quote will be captured in the Purchase Order and Contract and fixed for the duration of the contract.  The Purchase Order and the Contract will become a legally binding contract when it has been formally signed by the Foundation and received by the Vendor.
Key Solicitation Terms and Conditions
The following terms and conditions apply to all Requests for Proposals(RFPs) and, unless otherwise stated in the final agreement executed by both parties, all contracts issued by the Foundation. Preference will be given to vendors who can meet Foundation terms. 
1. Participation in this solicitation is open to all legal vendors. These terms refer to all nationals and to all legal entities, companies or partnerships constituted under, and governed by, the civil, commercial or public law and having their statutory office, central administration or principal place of business. A legal entity, company, or partnership having only its statutory office must be engaged in an activity which has an effective and continuous link with the economy.
2. These terms apply to all bidders and any contractors or members of a consortium. To be eligible for participation in the tender procedure, bidders must prove to the satisfaction of EGPAF that they comply with the necessary legal, commercial, technical and financial requirement and are able to carry out the resulting contract effectively.
3. All applicants are required to be registered and comply with all the laws of doing business in the applicable country where services will be rendered. The Foundation may, at its discretion, require the presumed winner of the procurement to provide a copy of a valid registration certificate and/or tax compliance (i.e. VAT) prior to awarding of the final contract. Failure to provide this information at that time may automatically disqualify a Vendor from selection.

4. All Proposals and/or communications should be identified by the unique RFP Reference Number reflected on the first page of the solicitation document. Failure to comply with this requirement may result in non-consideration of your submission.
5. Any Proposals not addressing each of the submission requirements listed in the solicitation may be considered non-responsive and disqualify the applicant from final selection.  Any exceptions to the requirements or terms of the RFP must be noted in the final submission. The Foundation reserves the right to consider any exceptions to be non-responsive.
6. All quotes should be valid for a minimum of 2 years.
7. The Foundation shall not be obligated for the payment of any sums whatsoever to any recipient of the solicitation until and unless a written contract between the parties is executed.
8. [bookmark: _GoBack]No extra charges of any kind will be allowed unless specifically agreed to by the Foundation in writing.
9. Unless otherwise specified in the final contract, full payment will be made by the Foundation to the Vendor within 30 days of receipt of invoice from the Vendor and either delivery of goods or completion of required deliverable. If applicable, within this 30-day period, the Foundation will inspect the commodities or services performed to verify the acceptable receipt of goods/services as promised by the submitted quote or notify the Vendor of any problems with the goods/services that were not caused by the Foundation's negligence or misuse. If the goods/services provided to the Foundation are deemed unacceptable or fail to meet any of the conditions or specifications described in the submitted quote, the Foundation will have the opportunity to cancel the order without penalty and receive full payment for any potential costs already incurred and paid to the Vendor.
10. The services will be provided at the selected Supplier's premises unless otherwise requested and authorized by the Foundation. Payment will be made via check or electronic transfer.
11. Upon selection and execution of a final contract, Vendor will deliver the goods and/or services within a specified timeframe captured in the agreement.
12. Should the agreed delivery date not be met in the case of fault of the Vendor, the Foundation shall be entitled to demand payment of late delivery penalties amounting to (1%) of the value of the resulting contract and up to a maximum amount of (5%) of the entire value of the resulting contract. The Foundation will also have the right to cancel an order without penalty and receive full payment for any potential costs already incurred and paid to the Vendor.
13. All items or deliverables provided to the Foundation must be furnished for the use of the Foundation without royalties or any additional fees.
14. All items or materials will be owned exclusively by the Foundation.
15. EGPAF reserves the right to terminate the final contract should the selected bidder be unable to fulfill its expected obligations.
16. By submitting a bid, all vendors certify that the person(s) involved in the preparation and collation of quotes were or are in no way associated or have any Conflict of Interests with the initial preparation of the solicitation, the tender documentation, or the subsequent evaluation, assessment, analysis, management, and decision-making process of this tender.
Equal Opportunity Notice.  The Elizabeth Glaser Pediatric AIDS Foundation is an Equal Employment Opportunity employer and represents that all qualified bidders will receive consideration without regard to race, color, religion, sex, or national origin.  
ETHICAL BEHAVIOR:  
As a core value to help achieve our mission, the Foundation embraces a culture of honesty, integrity, and ethical business practices and expects its business partners to do the same.  Specifically, our procurement processes are fair and open and allow all vendors/consultants equal opportunity to win our business.  We will not tolerate fraud or corruption, including kickbacks, bribes, undisclosed familial or close personal relationships between vendors and Foundation employees, or other unethical practices.  If you experience of suspect unethical behavior by a Foundation employee, please contact Doug Horner, Vice President, Awards, Compliance & International Operations, at dhorner@pedaids.org; fraud@pedaids.org; the Foundation’s Ethics Hotline at www.reportlineweb.com/PedAids/. Any vendor/consultant who attempts to engage, or engages, in corrupt practices with the Foundation will have their proposal disqualified and will not be solicited for future work.
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