
Dear Sir/Madam, 

The NATO Maintenance and Supply Agency (NAMSA) has a requirement for the provision of Temporary Manpower Support.

You are invited to submit a proposal to provide to NAMSA the services listed in this Request for Proposal (RFP) and more specifically described in the attached Basic Job Descriptions for four job families in the B-grade category (clerical) and C-grade category (worker), i.e. Logistics, Finance, Procurement and Administration. The grading/price categories (B-1, B-2, B-3 or C-1, C-2 and C-3) will be determined by AP when the PO is launched. It will be based on the qualifications required (see NOTE on the relevant job desciptions) and experience. A firm fixed price per month (all included) is required for the contract that will be issued as a result of this RFP. 
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1. TAX EXEMPTION

All prices and rates quoted shall be exclusive of any taxes and duties from which NAMSA is exempt pursuant to the provisions of the Ottawa Agreement of 20 September 1951 and the Agreement between NAMSA and the Government of Luxembourg, dated 19 June 1968, entitled 'Agreement regarding exemption from taxes, duties and rates granted to NAMSO (NATO Maintenance and Supply Organization) by the Luxembourg Authorities.

2. CONSIDERATION OF ALL INFORMATION

Your proposal must be prepared after careful consideration of all information provided in this RFP.  In order for your proposal to receive an accurate evaluation it must conform to the terms of this RFP.  Non-conforming or incomplete proposals may be refused consideration for award of a contract.

3. CONTRACTOR'S RESPONSIBILITY

You will be solely responsible for the performance of the contract resulting from this RFP.  The fact that NAMSA allows to subcontract or to call upon a third party for the performance of any part of the contract does not relieve you of your responsibility. 

4. BIDDERS CONFERENCE

Attendance to the bidders’ conference is mandatory as only offers from companies who attended the bidders’ conference will be accepted.
A bidders’ conference will be held at NAMSA – Luxembourg on 16 May 2008 at 09H30.

Bidders are kindly requested to provide their questions and the names of the participants in writing to NAMSA, Attn.: PP-AD Mr. Atilla AKALIN, fax +352 3063 4300 or by e-mail to aakalin@namsa.nato.int not later thanTuesday 13 May 2008 close of business. All questions received after this date will not be taken into consideration.
All questions will be given written answers and all questions and answers will be put on the NAMSA website after the bidders’ conference.

5. EVALUATION CRITERIA

The criteria, which NAMSA will use in selecting the successful offerer, will be based on the assessment of the beneath stated three (3) groups of factors:
-
The first group is called stop factors and will be scoring compliant or non-compliant. The Bidder shall provide sufficient and comprehensive evidence that he will be meeting the prerequisites provided under these stop factors. If one of the criteria included in this group is scored non-compliant, the Bidder will automatically be disqualified and no further evaluation will be performed. 

-
The second group is called technical factors and considers the technical and contractual capabilities: the Bidder who has successfully got ahead of the stop factors will be considered under this second group and evaluated on basis of his responses to and on the scores obtained in connection with the technical and contractual aspects. In order to be considered as technically compliant and qualify for a further evaluation under the third group of factors, the successful Bidder has to obtain 70% of the overall scoring. Bidders with an overall scoring below 70% will be considered as technically not-compliant and excluded from the further evaluation. 

-
The third group is called the financial factors and considers the monthly firm fixed rates. 

5.1.
STOP FACTORS 
5.1.1
Failure to provide evidence that company is duly established in Luxembourg.
5.1.2
Failure to provide evidence that your company is authorized to provide the temporary manpower support in accordance with the labor law(s) applicable in Luxembourg.
5.1.3.
Failure to provide evidence that your company and your staff qualify for award of a contract in accordance with the NAMSA Security requirements defined in the attached draft contract.
5.1.4 Failure to produce evidence that your company holds a valid ISO certification  in Luxembourg.

5.1.5 Failure to agree that NAMSA has the right to hire directly Contractor’s personnel at no additional cost for NAMSA after two months of continuous performance at NAMSA.

5.2.
TECHNICAL FACTORS
5.2.1
The Bidder’s contributions and responses to the Technical Proposal provided at Annex A.
5.2.2
Responsiveness and compliance with the conditions of the RFP, which includes the Draft Contract with its Schedule, the Statement of Work, the Annexes and/or Attachments, as well as the degree of acceptance of and adherence to the NAMSA Terms and Conditions.
5.3.
 FINANCIAL FACTORS
5.3.1
Provision of lowest monthly firm fixed rates.
5.3.2
Agreement to provide rebates on the yearly volume of turn-over.

5.3.3
Agreement to provide discounts in case NAMSA ensures early payment of invoices.

6. ALTERNATIVE PROPOSAL(S)

If you desire to submit an alternative proposal or to submit suggestions for the accomplishment of these services, you may do so in addition to the proposal submitted in response to this Request for Proposal. 

7. AUTHORISED SIGNATURE

Your proposal must be signed by an official authorised to bind your firm to a contract.

8. VALIDITY

Your proposal shall be valid until the “Offer Validity” date indicated on the first page of this RFP.  The proposal must be submitted in the English or French language.  If not sent by fax or email, the proposal must be submitted in duplicate. 

9. PRICES, CURRENCY AND PAYMENT

Prices shall be quoted in EURO only.

The prices quoted in EURO will be reflected in the resulting contract and used for payments made thereunder.

NAMSA payment terms are 60 days net upon receipt of Contractor’s invoices duly documented as contractually provided for.
Discount for early payment shall be indicated in your proposal.

10. LATE OFFERS

Proposals received after the “Offer Closing Date – 24:00 hrs Luxembourg time” indicated on the first page of this RFP shall, as far as a contract award is concerned, be rejected without consideration.  However proposals posted prior to the Offer Closing Date (valid postal stamp) will be considered as long as they are received before an award is made.  If only one offer is received and it is received after the closing date, NAMSA reserves the right to consider such offer.

11. NO NAMSA COMMITMENT

This RFP is not a commitment that an award of contract will be made.  NAMSA reserves the right to reject any or all proposals. No payment for costs incurred prior to entering into a contract will be made by NAMSA. NAMSA reserves the right to award a contract for any or part of the services solicited with this RFP. 

12. INSTRUCTIONS FOR PROPOSAL FORWARDING

The means of transmitting your proposal are left to your discretion, by post, by private mail service, by email or by fax.  Proposals submitted electronically must conform to currently supported Microsoft-Office versions (preferably MS-Word, MS-Excel) or PDF. A proposal that is received "incomplete" when the closing date deadline is reached, cannot be accepted.   In case the proposal is mailed it has to be submitted in two sealed envelopes.  The outside envelope should mention: 


NATO MAINTENANCE AND SUPPLY AGENCY (NAMSA) 


Procurement Division, Attn.: PP-A


RFP Collective n°: GSC8115001

L-8302 CAPELLEN (Luxembourg) 

The inside envelope, containing your proposal should only mention the RFP collective number.

13. NAMSA PROCUREMENT REGULATIONS

The NAMSA Procurement Regulations are available on NAMSA’s website www.namsa.nato.int under -> About NAMSA -> Procurement -> NAMSA’s Procurement Regulations.

If you do not wish to respond to this RFP, please notify this office and return all documentation received promptly or destroy it.

17.
PUBLICATION OF CONTRACT AWARDS

All offerers will be informed as soon as a decision on award is made.
Enclosure:
Annex A – Technical Proposal / Capability and Qualification Form


ANNEX A

TECHNICAL PROPOSAL/CAPABILITY AND QUALIFICATION FORM

The information on your firm and capabilities should be submitted along the lines of the format provided below.  Voluminous pre-printed brochures are not desired. 

I. EXPERIENCE AND CAPABILITIES OF YOUR COMPANY IN SIMILAR TYPES OF TEMPORARY MANPOWER SUPPORT SERVICES

1. The bidder shall provide a short description of the company's experience and capabilities in providing similar temporary manpower support services in large organizations/companies with international environment including references and points of contact.

2. The bidder shall provide information on the business volume with his five top customers (provide names and address of reference person and authorize NAMSA to contact the latter).

II. MANAGEMENT PLAN

1. General description of company's organizational structure:

2. Specific description of organizational structure to be used for the requested temporary manpower support services with names and qualifications of key personnel:

III. SERVICES

The bidder to confirm if he can/cannot meet the following requirements:

1.
NAMSA requires for the proposed staff to be assigned to NAMSA:

1.1.  a curriculum vitae (CV)/resume (in English & French) which should not be longer than two pages and should be results-focused. This document should be clear, precise (please provide a model CV established in accordance with the criteria at 1.1., 1.2. and 1.3. of this paragraph).

1.2. a summary of the particular strengths and areas of expertise; places of employment, the most recent first, and the name of the employers, dates and job title. 

1.3. The main focus should be on the last three jobs; Name and contact details of reference persons must be given.

2. NAMSA will only accept staff corresponding to the requirements/qualifications expressed in its statement of requirement. NAMSA reserves the right to interview any of the staff proposed by the Contractor prior to selection. Bidder to confirm agreement.

3. Bidder to confirm that he is able to offer staff for any of the categories, for short- and/or long term assignments of up to one year.

4. Bidder to confirm that he is able to offer staff from a minimum of three NAMSO/NATO Nations.

5. Bidder to confirm that he is able to test staff for their proficiency in the use of Office Automation software (Microsoft Office line of products). Provide details/description of test method used.

6. Bidder to confirm that he is able to test staff for their language proficiency (reading and writing) in English and French. Provide details/description of test method used.

7. Bidder to confirm that he is able to provide a minimum of five potential candidates per request

8. Bidder to confirm that the temporary personnel proposed and accepted by NAMSA will be made available on NAMSA’s request. If they are not available equivalent staff at the same level will be provided subject to NAMSA’s approval.

9. Bidder to confirm that the temporary manpower support services can be made available within one week from receipt of the NAMSA call-off purchase order to reporting for work at NAMSA.

IV. QUALITY

1. Please outline the quality procedures in place at your company for this type of temporary manpower support:

2. The bidder must provide with his proposal a detailed description on how he will organize the provision of the temporary manpower support for NAMSA.

V. WORKING SCHEDULE

The temporary manpower support services will be performed at the facilities of NAMSA in Capellen (LU) and shall be performed from Monday to Friday (40 hours work week) in accordance with NAMSA’s official duty roster which is :

Monday to Thursday: 08H00 to 11H45 and 12H30 to 17H30

and

Friday: 08H00 to 13H00

Please confirm your agreement.

VI. LABOUR LAW

The bidder to confirm that he ensures that all the temporary manpower support will be provided in accordance with the applicable labor law(s) in Luxembourg and that he is responsible to advise NAMSA in due time of any potential deviation to the law.
Special attention to be given to Part 10 “Applicable Labour Law”, paragraph 2. of the draft contract.


