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REQUEST FOR PROPOSAL (RFP) 
FOR PROVISION OF HOTEL AND CONFERENCE SERVICES 

 
 

 

S/N LGF REFERENCE NUMBER LOCATION  

1 LGF/KLA/SRV/016/2026 Regional Districts (Arua, Gulu, Jinja, Mbale, 
Mbarara, Fort portal, Hoima, Soroti and Moroto) 

                                              
 
 

Planned Timetable 

Issue Request for Proposal  30th March 2026  

Bid submission due date Date 2nd April 2026 (5:00pm)  

Bid Opening and Evaluation  Date 7th April 2026 

Supplier Visit / Due diligence Date   8th – 9th April 2026 

Award of Business Date   10th April 2026  

Contract start Date   13th April 2026 
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INTRODUCTION 

 

The Luigi Giussani Foundation, herein referred to as LGF, is an indigenous impact 

organization that has been at the forefront of responding to educational challenges in 

Uganda. Based in Luzira, Kampala, LGF is committed to supporting wholistic human 

development through education based on the value of the person and the principle of 

subsidiarity, with a preferential option for the poor and those from disadvantaged 

backgrounds, regardless of location, parentage or biological endowments. It is registered 

in Uganda as a non-profit organization under the Non-Governmental Organizations Act, 

2016 with registration number 6100. LGF implements programs in the following 

thematic areas: Teacher Professional Development, Life Skills and Values Enhancement, 

Foundational Learning and School Culture, Leadership and Management. The programs 

are delivered with emphasis on Agency and Wellbeing of the beneficiaries, Safeguarding 

and Gender Transformative Education, Climate and Environment Education, Research 

and Continuous Learning, and Advocacy and Partnerships as cross-cutting issues. 

 

 

1. The Purpose of this Request for Proposal (RFP) 

It is the intent of this RFP to secure competitive proposals to select bidder(s) for 

Luigi Giussani Foundation Country Program for Provision of Accommodation and 

Conference services  

 

The winning Bidder(s) will enter into a fixed price Framework Agreement (FWA) for 

two (2) years. Bidders shall be domiciled in and shall comply with all Government 

Regulations to operate in Uganda.  Bidders shall be regular tax-payers, and shall 

furnish a copy of their operating license/Trading License valid for the year 2026. 

Bidders shall not be under a declaration of ineligibility for corrupt or fraudulent 

practices. 

    

2. Cost of Bidding 

The Bidder shall be responsible for all costs associated with the preparation and 

submission of its bid, and LGF hereinafter referred to as “the Purchaser”, will in no 

case be responsible or liable for those costs, regardless of the conduct or outcome 

of the bidding process. 
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B. PREPARATION OF BIDS:  

 

3. Documents Comprising the Bid  

The submitted bid shall include the following information.  Failure to provide all 

requested information or to comply with the specified formats may disqualify the 

Bidder from consideration. 

 

Eligibility documents that will be checked before Technical Evaluation (Preliminary 
Evaluation)  

● Profile of the company (Maximum five (05) pages 
● Certified or color copy of Trading License. 
● Copy of VAT Registration Certificate (If applicable) 
● Copy of Tax Registration Certificate (TIN Registration Certificate) 
● Registered Powers of Attorney (certified by Register of Companies or be a color 

copy) 
● Certificate of Business Registration/ Certificate of Incorporation  
● Certified Memorandum and Articles of Association       

      
Technical attachment (One PDF attachment)  

● Cover letter explaining interest to be a contracted vendor or supplier  
● Signed and Stamped intent to bid (Annex A) 
● 3 LPOs OR Contracts for past services offered  
● 3 Recommendations letters from past clients  
 

Financial Proposal 
● Tenderer’s Financial Offer – Annex C 
● Bank statements for last 3 months (July, August, September 2025) 
● Indicate Payment Terms (longer payment terms will earn higher marks)  

 

4. Bid Prices      

 All unit prices shall be clearly indicated in the space provided in the price schedule, and 

all unit prices quoted in the RFP response shall be agreed to be in effect for a minimum 

of Fourteen (14)  months beginning on the date when the contract is executed, with the 

exception of services which are subject to significant and unavoidable market forces 

which prevent this, in which case the Bidder shall describe and justify the driver(s) of 

potential price fluctuation during the first twelve (12) months of the agreement. The 

Bidder shall sign the price schedule, and shall stamp the price schedule with the Bidding 

Company’s stamp where feasible. 
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5. Period of Validity of Bids 

Bids shall remain valid for 90 working days after the date of bid opening prescribed 

by the Purchaser. A bid valid for a shorter period may be rejected by the Purchaser 

as non-responsive. 

In exceptional circumstances, the Purchaser may request the Bidders to extend the 

period of validity. The request and the responses thereto shall be made in writing by 

letter or e-mail. A bidder agreeing to the request will not be required nor permitted 

to modify his bid. 

 

C. SUBMISSION OF BIDS 

 

6. Submission and Marking of Bids: 

Bidder shall submit sealed bids addressed to the Procurement Committee, Luigi 

Giussani Foundation on email tenders@lgfug.org not later than 2nd April 2026 

4:00pm (East African Standard Time). Bids submitted after the deadline will not be 

accepted.  The PURCHASER may, at its discretion, extend the deadline for the 

submission of bids, in which case all rights and obligations of the PURCHASER and 

Bidders, as documented in the RFP, will be applicable to the new deadline. 

 

Format 

The bidder’s submission shall include one hard copy as follows;  

one folder containing eligibility, technical and financial proposal the tender 

Reference number: LGF/KLA/SRV/016/2026 and  description should be indicated as 

the subject matter   

 

D. BID OPENING AND EVALUATION 

 

7. Preliminary Examination 

The Purchaser will examine the bids to determine whether they are complete, 

whether any computational errors have been made, whether required sureties have 

been furnished, whether the documents have been properly signed and whether 

bids are generally in order. 

 

 

Evaluation Criteria    Description Weight 
(%) 

Eligibility ● Profile of the company,   

mailto:tenders@lgfug.org
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● Trading License,  
● Tax Registration Certificate   
● Registered Powers of Attorney  
● Certificate of Incorporation OR Business 

Registration  
● Memorandum and Articles of Association   

Pass/Fail  

 

8. Evaluation and Comparison of Bids 

Bids determined to be substantially responsive as per clause 7 above will be 

considered evaluated by the LGF Procurement Committee, with the below scoring 

criteria. 

TECHNICAL EVALUATION  

Evaluation Criteria  Description Weight (%) 

Quality Service Delivery    
 

Availability of the types of rooms/conference halls 
Requested and amenities such as Wifi, gyms, 
ample parking space, sitting areas Award shall be 
based on a due diligence visit to verify the service 
provider’s availability of the types of rooms 
required and amenities such as Wifi, gyms, ample 
parking space, sitting areas. 

30% 

 
Past Experience  

The bidder’s demonstrated experience and 
technical competence in providing the required 
services, Bidders must provide at least three (3) 
verifiable recommendation letters from previous 
or current clients and three Contracts or Local 
Purchase Orders for the years 2023, 2024, 2025.  
 

10%  
 
 

Total  40% 

 

FINANCIAL EVALUATION  

EVALUATION CRITERIA Description Weight (%) 

Payment terms (Credit period and 
terms) 

Refers to the bidder’s ability to offer 
the most favorable and compliant 
payment terms. LGF’s standard 
payment term is payment within thirty 
(30) calendar days following 
acceptance of the goods and/or 
services and receipt of a valid invoice. 

5% 
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Longer Payment terms will earn more 
marks  

Financial proposal  Best competitive Offer as per Financial 
Offer sheet (Annex C) 

55% 

Total   60%  

 

 

9. Notification of Award 

Prior to the expiration of the period of bid validity, the Purchaser shall notify the 

successful bidder in writing or where necessary by telephone that his or her bid has 

been accepted and, selected for Framework Agreement for the specific good.  At this 

stage LGF may also choose to negotiate with the selected bidder to finalize the offer. 

 

E. CONTRACTING 

 

10. Contract award and notification 

The Purchaser shall award the Contract to the notified successful Bidder(s) whose 

bid has been determined to be substantially responsive and has been determined to 

be the best evaluated bid considering price and performance factors, provided 

further that the Bidder is determined to be qualified to enter into a Framework 

Agreement and perform its obligations satisfactorily. 

 

11. Inspection  

The Purchaser shall have the right to inspect the services to confirm their conformity 

to the specification. The inspection will be conducted by assigned staff of the 

Purchaser or a reputed relevant consultant selected by the Purchaser.  

 

In the future business relation, should any inspected services fail to conform to the 

specification, the Purchaser may reject them and the Bidder shall replace the 

rejected goods without extension of time except at the Purchaser’s sole discretion. 

 

12. Price Schedules and Location 

Bidders interested should NOTE that benefits offered apply to all the LGF Uganda 

offices. List of for Framework Agreement is attached (Annex B). 
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13. Disclaimer 

The Purchaser reserves the right to alter the dates of the timetable, without 

incurring any liability to bidders. The Purchaser does not bind itself to accept the 

lowest or any proposal. 

 

F. ETHICAL OPERATING STANDARDS 

 

1. Compliance to the LGF Values 

 

The LGF Standards for Professional Conduct (“The LGF Values”), can be found on 

https://lgfug.org/who-we-are/ . These are (7) core values; Respect, Resilience, 

Collaboration, Self-awareness, Truthfulness, Responsibility, Openness 

 

The LGF Core values provides, inter alia, that LGF does “not engage in theft, corrupt 

practices, nepotism, bribery, or trade in illicit substances.” LGF’s procurement systems 

and policies are designed to maximize transparency, fairness, value for money and 

minimize the risk of corruption in LGF’s operations. LGF requests that a supplier  

 

(i) informs LGF upon becoming aware that the integrity of LGF’s business has 

been compromised during the RFP process, and  

 

(ii) reports such events through https://lgfug.org/report-abuse/ 

 

2. Bidder Non-Collusion Statement 

LGF prohibits collusion and will disqualify all bids where collusion is detected. Collusion 

happens when related parties submit separate bids for the same tender. Collusion 

includes situations where: 

 

a) Members of the same company/family submit separate bids for the same tender 

b) Separate companies owned by the same person submit separate bids for the same 

tender 

c) Employees of a bidding company submitting separate bids through companies 

they own for the same tender 

d) Partners in a bidder submitting separate bids under their own names/ companies 

they own for the same tender 

 

https://lgfug.org/who-we-are/
https://lgfug.org/report-abuse/


10 | Page 

 

It is collusion for a person to be involved in more companies/ businesses submitting 

a bid to the same tender. Collusion will lead to LGF disqualifying the involved 

Individuals or companies from that tender as well as disqualifying them from 

submitting bids for future tenders. In addition, LGF may share information relating 

to this collusion with other international aid organizations operating in the region 

leading to loss of business opportunities for the colluders. 

 

Vendor Self-Certification of Eligibility  

  

Company certifies that:  

1. They are not debarred, suspended, or otherwise precluded from participating in 

major any competitive bid opportunities.  

2. They are not bankrupt or being wound up, are having their affairs administered by 

the courts, have entered into arrangements with creditors, have suspended business 

activities, are the subject of proceedings concerning those matters, or are in any 

analogous situation arising from a similar procedure provided for in national 

legislation or regulations.  

3. They have not been convicted of an offense concerning their professional conduct.  

4. They have not been guilty of grave professional misconduct proven by any means 

that the contracting authority can justify, or been declared to be in serious breach of 

contract for failure to comply with their contractual obligations towards any 

contracts awarded in the normal course of business.  

5. They have fulfilled obligations related to the payment of social security contributions 

or the payment of taxes in accordance with the legal provisions of the country in 

which they are established or with those of the country where the contract is to be 

performed.  

 

6. They have not been the subject of a judgment for fraud, corruption, involvement in 

a criminal organization or any other illegal activity.  

7. They maintain high ethical and social operating standards, including:  

• Working conditions and social rights: Avoidance of Child Labor, bondage, or 

forced labor; assurance of safe and reasonable working conditions; freedom of 

association; freedom from exploitation, abuse, and discrimination; protection of 

basic social rights of its employees and the LGF’s beneficiaries.  
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• Environmental aspects: Provision of goods and services with the least negative 

impact on the environment                                                                                   

• Humanitarian neutrality: Endeavoring to ensure that activities do not render 

civilians more vulnerable to attack, or bring unintended advantage to any 

military actors or other combatants.  

• Transport and cargo: Not engaged in the illegal manufacture, supply, or 

transportation of weapons; not engaged in smuggling of drugs or people.  

8. Company warrants that, to the best of its knowledge, no LGF employee, officer, 

consultant or other party related to LGF has a financial interest in the Company’s 

business activities, nor is any LGF employee related to principals or owners of the 

company.   Discovery of an undisclosed Conflict of Interest situation will result in 

immediate revocation of the Company’s Authorized Vendor status and 

disqualification of Company from participation in future LGF procurement        

9. Vendor hereby confirms that the organization is not conducting business under other 

names or alias’s that have not been declared to LGF.  

10. Vendor herby confirms it does not engage in theft, corrupt practices, collusion, 

nepotism, bribery, or trade in illicit substances.  

 

G. LGF Conflict of Interest and Vendor Code of Conduct   

Vendor hereby agrees that Vendor and Vendor’s employees and subcontractors, if any, 

shall abide by and follow all established written policies of LGF related to work 

conduct, including, but not limited to, The LGF Values and Standards for Professional 

Conduct. We recognize that our talented and dedicated staff are our greatest asset 

and we conduct ourselves in ways that reflect the highest standards of organizational 

and individual conduct.  

 

H. Conflict of Interest and Legal Compliance  

• Vendor hereby warrants that, to the best of its knowledge, no LGF employee, officer, 

consultant or other party related to LGF has a financial interest in the Vendor’s 

business activities.     

• Vendor hereby warrants that, to the best of its knowledge, no LGF employee, officer, 

consultant or other party related to LGF has a family relationship with the vendor’s 

owners.  
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• Discovery of an undisclosed conflict of interest will result in immediate termination 

of any Agreement and disqualification of Vendor from participation in current and 

future LGF activities.  

• Vendor hereby warrants that the organization is not conducting business under 

other names or alias’s that have not been declared to LGF.  

• Vendor hereby warrants that it does not engage in theft, corrupt practices, collusion, 

nepotism, bribery, trade in illicit substances, or terrorism or support of terrorism.  

• Vendor hereby warrants that it complies with all applicable laws, statutes and 

regulations, including, but not limited to, export controls, import controls, customs 

regulations, trade embargoes and other trade sanctions and laws governing unlawful 

boycotts and payments to foreign government officials.  

  

Vendor hereby agrees to maintain high ethical and social standards:  

• Working conditions and social rights: Avoidance of child labor, bondage, or forced 

labor; assurance of safe and reasonable working conditions; freedom of association; 

freedom from exploitation, abuse, and discrimination; protection of basic social 

rights of its employees and LGF’s beneficiaries; prohibition of trafficking in persons.  

• Environmental aspects: Provision of goods and services with the least negative 

impact on the environment.  

• Humanitarian neutrality: Endeavoring to ensure that activities do not render civilians 

more vulnerable to attack, or bring unintended advantage to any military actors or 

other combatants.  

• Transport and cargo: Not engaged in the illegal manufacture, supply, or 

transportation of weapons; not engaged in smuggling of drugs or people.        

  

Disclosures of conflict of interest shall be made in writing to the LGF Procurement 

committee. These LGF officials shall then determine whether a conflict exists and is 

material, and whether the contemplated transaction may be authorized as just, fair, 

and reasonable. If conflict exists, then the vendor with such a conflict shall be 

prohibited from participating in the transaction.   

       

 

By signing this statement, the vendor acknowledges any violation of the above LGF 

policies will result in immediate termination of any agreement in place and 

disqualification from participation in future LGF activities.    
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Vendor Name:    

Signature:    

Title:     

Print Name:    

Date:    
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Annex A: Intent to Bid 

 

Company Name  ______________________________   

 

(Please indicate #1 or #2 below) 

1.It is the intent of this company to submit a response to the (Title of RFP) Request for 

Proposal. 

 

Please provide a name and email address for the person within your company that should 

receive notices, amendments, etc. that are related to this RFP: 

 

Name    ______________________________   

 

Phone    ______________________________  

 

Email    ______________________________   

 

Signature (If faxed) ______________________________  

 

Title of Person signing ______________________________ 

 

Date    ______________________________ 

 

We realize that this is an intent to bid and in no way obligates this company to participate in 

this process. 

 

2.This company DOES NOT intend to participate in this RFP. 

 

Name (Signature if faxed) ______________________________  

 

Title of Person signing ______________________________ 

 

Date    ____________________________ 
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Annex B Scope of Work  

1. Introduction 

This Scope of Work (SOW) defines the requirements, service standards, and contractual 

expectations for the provision of Accommodation and Conferencing Services to the 

Luigi Giussani Foundation (LGF) under the relevant tender process. The selected service 

provider(s) shall be responsible for delivering high-quality, reliable, and professional 

accommodation, conferencing, and related services in accordance with the terms set 

out in this document. 

2. Objectives 

The main objective of this tender is to onboard Service Providers on Fram Work 

Agreements to provide suitable accommodation, conferencing, and related services to 

staff and partners of LGF working in the listed Implementation Areas, the selected 

provider(s) is/are expected to ensure the comfort and convenience of participants 

attending official meetings, workshops, trainings, or other related events. 

3. Scope of Services 

Bidders are required to review the scope of services outlined and provide a detailed 

response highlighting   

a) The lead time required (hours/days) for facilities to be made available 

following receipt of an official order or booking request; 

b) Availability and capacity of required room types, including the number of 

rooms that can be provided; 

c) Available amenities, including but not limited to reliable internet (Wi-Fi), 

parking facilities, sitting or lounge areas, and any additional relevant 

facilities; 

d) Any deviations from, or additions to, the specifications outlined 

 

Annex C: Financial Offer 
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All unit rates should have applicable taxes including VAT as LGF will not pay for any tax 

not included in the unit rate. 

 

LGF shall not be responsible for any arithmetic errors in the financial bid document 

hence requested to compute the totals carefully.  

 

SCHUDULE   

Description of services expected Qty Units of Measure  Bidder's Unit 

Price (VAT 

Incl)   

Accommodation (Bed and Breakfast) - 

Standard  

1 Night   

Accommodation (Bed and Breakfast) - Deluxe 

Double 

1 Night   

Accommodation (Bed and Breakfast) - Deluxe 

Room 

1 Night   

Accommodation (Bed and Breakfast) - 

Executive Suite 

1 Night   

Hall Hire Services with a projector, flip chart 

stand, marker Wi-Fi-20 pax or less 

1 Day   

Hall Hire Services with a projector, flip chart 

stand, marker Wi-Fi - 21-30 pax 

1 Day   

Hall Hire Services with a projector, flip chart 

stand, marker WiFi - 31 -40 pax 

1 Day   

Hall Hire Services with a projector, flip chart 

stand, marker WiFi - 41 - 50 pax 

1 Day   

Hall Hire Services with a projector, flip chart 

stand, marker WiFi - 51 -60 pax 

1 Day   
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Hall Hire Services with a projector, flip chart 

stand, marker WiFi - 61- 75 pax 

1 Day   

Hall Hire Services with a projector, flip chart 

stand, marker WiFi - 76- 100pax 

1 Day   

Hall Hire Services with a projector, flip chart 

stand, marker WiFi - 100+ 

1 Day   

Morning tea served with snacks (sweet & 

salty) per person  

1 Pax   

Buffet lunch incl. a soft drink  1 Plate   

Evening tea served with snacks (sweet & 

salty) per person  

1 Pax   

Buffet dinner incl. soft drink  1 Plate   

Pure Mineral water 500ML  1 Bottle   

4. Service levels expected and Quality Assurance 

By attesting their signature in the space provided at the bottom of this document, the 

Service Provider commits to provide;  

a) delivering ready-to-use accommodation and conferencing facilities on agreed 

dates with essential amenities e.g. Wi-Fi, television, toiletries, bottled water, and 

clean linen 

b) timely and professional meals and refreshments 

c) 24-hour reception and security, and adequate parking. 

d) On-demand support services throughout the event duration. 

 

Additional services may include but are not limited to: 

a) Projector, PA system, microphones 

b) Airport or local transfers for participants 
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c) Laundry services 

d) Printing and scanning services  

e) Health and recreation facilities (gym, swimming pool, spa, etc.). 

 

The service provider shall ensure that all services meet the required standards of 

hygiene, safety, comfort, and customer satisfaction. Quality spot checks and client 

feedback will be used to assess performance. 

5. Duration of contract 

If selected, LGF and the selected Service Provider will enter into a Framework 

Agreement for the duration of one (1) year from the date of contract signing.  

6. Reporting and Coordination 

The service provider shall designate a contact person or event coordinator to liaise with 

LGF’s representative for smooth communication and coordination before, during, and 

after each event ordered under the Framework Agreement. 

8. Payment Terms / Invoicing 

Payment shall be made upon satisfactory delivery and formal acceptance of the services 

in accordance with the contract terms. All invoices must be supported by the required 

documentation and approved by LGF prior to initiation of payment processing. LGF’s 

standard payment terms are within 30 calendar days from acceptance of the services 

and receipt of a valid invoice. 

 

Bidder’s Attestation (Sign and Stamp) 

Name:  ___________________________________ 

Designation: ___________________________________ 

Signature: ___________________________________ 

Date:  ___________________________________ 

      

      


