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CENTRAL BANK OF LIBERIA
Lynch & Ashmun Streets
1000 Monrovia 10, Liberia

REQUEST FOR PROPOSAL

Re: Letter of Request for Proposal – to Operate the Central Bank of Liberia Cafeteria

Dear Sir/Madam:

The Central Bank of Liberia (CBL) intends to apply funds from its budget for fiscal year 2025 towards the procurement of Operation of the Central Bank of Liberia Cafeteria (RFP No.: CBL/RFP/06/2025).    

Accordingly, the CBL invites interested bidders to pick up the solicitation document from the Bank’s head office on the corner of Ashmun and Lynch Streets beginning, April 8, 2025.  The document will be available at the Procurement Section.

Sealed Proposal must be delivered to the Procurement section on the 7th floor of the CBL Head Office no later than 3:00 PM on Monday, April 22, 2025, in hard copies and electronically to procurement@cbl.org.lr . Electronic submission should be protected by passwords. Late proposal will be rejected and returned unopened. 



Signed: ___________________________________             
                      	   Maakai A. Amblard
                                 DIRECTOR
                General Support Services Department
                        Central Bank of Liberian 







Instructions to Bidders (ITB)

[bookmark: _Toc363714273]A.	Introduction

	1. Scope of Bid
	1.1
	The Central Bank of Liberia (hereinafter referred to as the Purchaser) wishes to receive bids for operation of the Central Bank of Liberia Cafeteria (hereinafter referred to as the Service).

	
	
	

	
	1.2
	All bids are to be completed and returned to the Purchaser in accordance with these Instructions to Bidder.

	
	
	

	2. Source of Funds

	2.1
	The Purchaser shall fund this procurement from its approved budget to pay for the contract (hereinafter referred to as the “Contract”) for which this Request for Proposal is issued toward the realization for operation of the Central Bank of Liberia Cafeteria

	
	
2.2
	
Payments will be made only at the request of the Purchaser and upon approval by a designated official of the Central Bank of Liberia in accordance with terms and conditions of the contract agreement between the Purchaser and the Service provider (hereinafter referred to as the “Contract”) and will be subject in all respects to the Financial Administration of the Republic of Liberia. No party other than the Service provider shall derive any rights from the Contract or have any claims to the funds. 

	
	
	

	3.   Eligible Bidders
	3.1
	This Request for Proposal is open to all eligible service providers.

	
	
3.2
	
State owned enterprises may participate only if they are legally and financially autonomous, operate under commercial law, and are not a dependent agency of the Purchaser.

	

	

	4.	Cost of Tender
	4.1
	The Bidder shall bear all costs associated with the preparation 
and submission of its bid, and the Purchaser will, in no case, be 
responsible or liable for those cost, regardless of the conduct or 
outcome of the Biding process.

	


	
	


B.	The bid Documents
	
	
	

	5.	Content of Tender Documents
	5.1
	The service required, bid procedures and contract terms are 
Prescribed in the Bid Documents. In addition to the 
Request for Proposal, the Bid Documents include:

a. Instruction to Bidding (ITB).
b. Bid Data Sheet.


	
	
	

	
	5.2
	The Bidder is expected to examine all instructions, forms, terms 
and specifications in the Bid Documents. Failure to furnish 
all information required by the Bid Documents or 
submission of a Bid not substantially responsive to the Bid 
Documents in every respect will be at the Bidder’s risk and may 
result in the rejection of its Bid.

	
	
	

	6.   Clarification of   
      Bid 
Documents
	6.1
	A prospective Bidder requiring any clarification of the bid 
Documents may request the Purchaser in writing at the 
Purchaser’s address indicated in Bid Data Sheet. 
The purchaser will respond in writing or by email to any request for clarification of the bid documents which it receives no later than five (5) days prior to the deadline for the submission of Bid. The Purchaser’s response (including an explanation of query without identifying the source of inquiry) will be sent in writing or email to all prospective bid, who have the bid Documents.

	
	
	

	7. Amendment of  
     Bid    
     Documents

	7.1
	At any time prior to the deadline for submission of Bid, the 
Purchasers may, for any reason, modify the Bid Documents by issuing Addenda.

	
	7.2
	Any Addendum will be notified in writing to all prospective 
Bidders who have the bid Documents and 
shall be a part of the bid document.

	
	
	

	
	7.3
	Where the Purchaser issues the Addendum very close to deadline for submission of bid, the Purchaser may extend the 
deadline for submission of bid 
to afford prospective Bidders a reasonable time to 
take the Addendum into account in preparing their Bid.

	
	
	




C. Preparation of bid
	
	
	

	8. Language of 
     Bid

	8.1
	The Bid prepared by the Bidder and all correspondence and supporting documents relating to the bid exchanged by the bid and the Purchaser, shall be written in the English language.



	
	
	

	
	
	

	9.	Bid Price

	9.1
	The Bidder shall indicate a menu (food and drinks) and appropriate Price Schedule the 
unit prices (where applicable) and total bid price of the service it 
proposes to deliver under the contract. 




	10. Currency of   
       Bid 

	10.1
	Prices shall be quoted in United States Dollars.

	11.	Document Establishing Bidder’s Eligibility and Qualifications
	11.1
	Pursuant to Clause 10, the Bidder shall furnish, as part of its 
Bid, documents establishing the Bidder’s eligibility to bid and its 
qualifications to perform the contract if its Bid is accepted.

	
	11.2
	The documentary evidence of the Bidder’s eligibility to bid shall 
establish to the Purchaser’s satisfaction that the Bidder, at the 
time of submission of its bid, is from an eligible country.

	
	11.3
	The documentary evidence of the Bidder’s qualifications to 
perform the contract if its Bid is accepted shall establish the 
Purchaser satisfaction:

a. that the Bidder has the financial and technical capabilities necessary to perform the contract.

b. that the bidder must obtain a score of 75% with all evaluators combined in the technical to qualify for the financial opening

c. that the Bidder meets the Qualifications as specified in Bid Data Sheet.

	

	
	
	

	12.	Bid Security 

	12.1
	To encourage greater competition by limiting the barriers to bidder participation, bid security submission is hereby waived. Thus, bid security IS NOT required for this tendering process.

	
	
	

	
	
	

	13.	Period of Validity of 
Bids

	13.1
	Bids shall remain valid for the period as specified in the bid Data Sheet after the date of Tender opening prescribed by the Purchaser. A bid valid for a shorter period shall be rejected by the Purchaser as non-responsive. 


	
	13.2
	In exceptional circumstances, the Purchaser may solicit the 
Bidders’ consent to an extension of the period of bid validity. The request and the responses thereto shall be in writing or by email. The validity of Bid Security period shall also be suitably extended. A Bidder may refuse the request without forfeiting its Bid Security. A Bidder granting the 
request will not be required nor permitted to modify its bids.

	
	
	

	14.	Format and signing of 
         Bids

	14.1
	The Bidder shall prepare one original document comprising the bid and clearly marked “ORIGINAL”. In addition, the Bidder shall submit Four (4) copies of the bid and clearly marked as “COPIES”. In the event of discrepancy between them, the original shall prevail.

	
	
	

	
	14.2
	The original and copy of the bid shall be typed written 
and shall be signed by the Bidder or a person or 
people duly authorized to sign on behalf of the Bidder. The letter of authorization shall be indicated by written power-of-attorney accompanying the bid. All pages of the bid, where entries or amendments have been made, shall be initialed by the person or persons signing the Tender.

	
	
	


D.	Submission of bids

	15.	Sealing and marking of bids

	15.1
	The Bidder shall seal the original and the copy of the bids in two 
inner envelopes and an outer envelope, duly marking the inner 
envelopes as “Original” and “Copy”.

	
	15.2
	The inner and outer envelopes shall:

a.	Be addressed to the Purchaser at the address given in the Bid Data Sheet:

c.	Provide a warning “Not to Open Before” the time and date for bid opening as specified in the Bid Data Sheet.


	

	
	
15.3
	
If the outer envelope is not sealed and marked as required 
 the Purchaser will assume no responsibility for the 
bid misplacement or premature opening.

	
	
	

	
	
	

	
16. Deadline for   
      Submission of      
      Bids

	
16.1
	
Bid must be received by the Purchaser at the address and no 
later than the time and date specified in the Bid Data Sheet.

	
	16.2
	The Purchaser may, at their discretion, extend the deadline for 
the submission of bids by issuing an amendment
, in which case, all rights and obligations of the 
Purchasers and Bidders previously subject to the original deadline will thereafter be subject to the deadline as extended.


	17.	Late Bids
	17.1
	Any Bid not received within the date and time specified in ITB Clause 20 will not be accepted and will be returned unopened.





	
	
	

	18. Process to be Confidential
	18.1
	Information relating to the examination, clarification, evaluation, 
and comparison of bids and recommendations for the Award of Contract shall not be disclosed to Bidder or any other people not officially concerned with such a process until the Award to the successful Bidder has been announced.

	
	
	

	19.	Clarification of bids
	19.1
	To assist in the examination, evaluation, and comparison of 
Bids, the Purchaser may, at its discretion, ask any Bidder for 
clarification of its bids, including breakdowns of unit rates. The 
request for clarification and the response shall be in writing and 
no change in the price or substance of the Tender shall be sought, 
offered or permitted, except as required to confirm the 
correction of arithmetic errors discovered by the Purchaser in 
the evaluation of the bids.



	20. Examination of Bids and Determination of Responsiveness
	20.1
	The Purchaser will determine whether each Bid:

a.	meets the eligibility criteria

b.	has been properly signed.

c.	is accompanied by the required securities.

d.	is substantially responsive to the requirements of the Tender documents.


	
	20.2
	Arithmetical errors will be rectified on the following basis:

i.	If there is a discrepancy between the unit price and the total price that is obtained by multiplying the unit price and quantity, the unit price shall prevail and the total price shall be corrected. If the Bidder does not accept the correction of the errors, its bids will be rejected, and its Bid Security may be forfeited,

ii.	If there is a discrepancy between words and figures, the amount in words may prevail.


	
	20.3
	Prior to the detailed evaluation, the Purchaser will determine the substantial responsiveness of each Bid to the Bid Documents. A substantially responsive Bid is one which conforms to all the terms and conditions of the bid Documents without material deviations. The Purchaser’s determination of a 
Bidder’s responsiveness is to be based on the contents of the bid 
itself. A material 
deviation or reservation is one:

a.	which affects in any substantial way the Scope, Quality, or Performance of the Contract.

b.	which limits in any substantial way, inconsistent with the   
       
bid documents, the Purchaser’s rights, or the Bidder’s 
obligations under the contract; or

c.	whose rectification would affect unfairly the competitive  
       
position of other Bidders presenting substantially       
      
responsive bids.

	
	
	

	
	
20.4
	
A bid determined as not substantially responsive will be rejected by the Purchaser and may not subsequently be made 
responsive by the Bidder by correction. 



	

	
	
	

	21.	Evaluation and      
           Comparison 
            of Bids

	21.1
	The Purchaser will evaluate and compare only the Tenders 
determined to be substantially responsive.  


	
	21.2
	The Purchaser’s evaluation of a bids will be based on the bid 
Price.


	

	
	21.3
	The Purchaser’s evaluation of a bids will consider, in 
addition to the bid Price one or more of the following factors as specified in the Bid Data Sheet:


e. Other specific criteria indicated in the Bid Data Sheet and/or in the Technical Specifications.



	



	22.	Contacting the Purchaser

	22.1
	No Bidder shall contact the Purchaser on 
any matter relating to its bid, from the time of the bid opening to 
the time the Contract is awarded. If the bidder wishes to bring 
additional information to the notice of the Purchaser, it should 
do so in writing.

	
	
	

	
	22.2
	Any effort by a Bidder to influence the Purchaser in the 
Purchaser’s bid evaluation, bid comparison or contract award 
decisions may result in the rejection of the Bidder’s bid

	
	
	


F.	Award of Contract

	23. Post qualification

	23.1
	In the absence of prequalification, the Purchaser will determine to its satisfaction whether the Bidder selected as having submitted the lowest evaluated responsive bid is qualified to satisfactorily perform the Contract.


	
	23.2
	The determination will consider the Bidder’s financial, 
technical capabilities/ resources. It will be 
based upon an examination of the documentary evidence of the Bidder’s qualifications submitted by the Bidder, as well as such other information as the Purchaser deems necessary and appropriate.


	
	23.3
	An affirmative determination will be a prerequisite for award of 
the Contract to the Bidder. A negative determination will result 
in rejection of the Bidder’s bid, in which event the Purchaser will proceed to the next lowest evaluated bidder to make a similar determination of that Bidder’s capabilities to perform satisfactorily.






	24.	Award Criteria 
	24.1
	Subject to Clause 34, the Purchaser will award the Contract to the successful Bidder whose bid has been determined to be substantially responsive and has been determined as the lowest-evaluated bidder, provided further that the Bidder is determined to be qualified to perform the Contract satisfactorily.


	25.	Purchaser’s Right to Vary Quantities at Time of Award

	25.1
	The Purchaser reserves the right at the time of award of Contract to increase or decrease by the percentage as specified in the Bid Data Sheet, the quantity of goods and
services originally specified in the Schedule of Requirements without any change in unit prices or other terms and conditions.


	26.	Purchaser’s Right to Accept Any Bid and to Reject Any or All Bid

	26.1
	The Purchaser reserves the right to accept or reject any bid, 
and at any time 
prior to award of Contract, without thereby incurring any liability 
to the affected Bidder or Bidders or any obligation to inform the 
affected Bidder or Bidders of the grounds for the Purchaser’s 
action.


	27.	Notification of Award

	27.1
	The Bidder whose bid has been accepted will be notified of the 
award by the Purchaser prior to expiration of the bid validity 
period by to confirmed by a letter that its bid has 
been accepted.


	
	27.2
	The notification of the award will constitute the formation of the 
Contract


	
	27.3
	Upon the successful Bidder’s furnishing of performance security
, the Purchaser will promptly notify each 
unsuccessful Bidder and will discharge its Bid Security
.


	
	27.4
	The contract will incorporate all Agreements between the 
Purchaser and the successful Bidder.

	
	
	

	28.	Signing of Contract

	28.1
	At the same time as the Purchaser notifies the successful
Bidder that its bid has been accepted, the Purchaser will call the successful Bidder to sign the Contract through Notification of Award.


	
	28.2
	Within fourteen (14) days of receipt of the Notification of Award, 
the successful Bidder shall sign the Contract.

	
	
	

	
	
	

	
	28.3
	Failure of the successful Bidder to comply with the requirement 
above requirement shall constitute sufficient 
grounds for the annulment of the award and forfeiture of the bid 
security in which event the Purchaser may make the award to 
the next lowest evaluated Tender or call for new bid.


	
	28.4
	The Performance Security provided by the successful bidder in 
the form of a Bank Guarantee as specified, shall 
be issued by a Bank in Liberia acceptable to the Purchaser.

	
	
	

	29.	Corrupt or Fraudulent Practices

	29.1
	The Government of the Republic of Liberia requires that Bidders 
under the contracts financed by public funds, observe the highest 
standard of ethics during the procurement and execution of 
Such contracts. In pursuance of this policy, the following terms 
shall be interpreted as indicated:

a.	“corrupt practice” means the offering, giving, receiving, or soliciting of anything of value to influence the action of a public official in the procurement process or in contract execution; and

b.	“fraudulent practice” means a misrepresentation of facts to influence a procurement process or the execution of a contract and includes collusive practice among Bidders (prior to or after bid submission) designed to establish bid prices at artificial non-competitive levels and to deprive the benefits of free and open competition.


	
	29.2
	a. The Purchaser will reject a proposal for award if the purchaser determines that the Bidder recommended for award has engaged in corrupt or fraudulent practices in competing for the contract in question
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	Introduction




	Name of Purchaser:  Central Bank of Liberia


	The Source of Findings: 2025 Budget

	Name of Contract: Operation of the Central Bank of Liberia Cafeteria 

RFP: CBL/RFP/06/2025


	Request for Proposal is open to all eligible service providers who can provide: 
a. Valid Business Registration 
b. Valid Tax Clearance 
c. Past performance records of previous and current customers, telephone numbers and email addresses
d. Certificate of operations from relevant authority

	For Clarification of Bid purposes only, the Purchaser’s Address is 
Attention:    
                  Maakai A. Amblard
                  Director 
                General Support Services Department (GSSD)
                7th floor
    Central Bank of Liberia 
                Lynch & Ashmun Streets
                1000 Monrovia 10 Liberia
              
                Email:  mamblard@cbl.org.lr

	Purchaser can modify Bid documents before the Deadline for 
Submission of Bids by issuing Addenda.

	Language of the Bid: ENGLISH

		BID Price and Currency




	The price quoted shall be in: Liberian Dollars (LD)

	Preparation and Submission of BID

	Evaluation AND QUALIFICATION REQUIREMENTS.

i. Service delivery shall be scheduled upon request of the purchaser.
ii. Compliance Scope of Service. 
iii. Compliance as per specifications provided in bid documents submitted by bidder
iv. It is not permissible to transfer this Bidding Document (BD) to any other company or vendor.
v. Valid Business Registration 
vi. Valid Tax Clearance 
vii. Past performance records of previous and current customers, telephone number and email address
viii. Certificate of operations from relevant authority








	Bid Validity Period: Sixty Days (60) days. 
 
  
 


	Number of Copies: One (1) Original and Four (4) Duplicate Copies ALL BINDED


	Address for Bid Submission:
                  Maakai A. Amblard
                  Director 
                General Support Services Department (GSSD)
                7th floor
    Central Bank of Liberia 
                Lynch & Ashmun Streets
                1000 Monrovia 10 Liberia
              
                Email:  mamblard@cbl.org.lr

	Deadline for Bid submission:
            Date:	Monday, April 22, 2025	
	Time: 3:00 PM
	Place:  Central Bank of Liberia 
Bids shall be opened on the 7th floor (General Support Services Department) of the Central Bank of Liberia 5 minutes after the deadline for submission. 




	BID Evaluation

	Criteria for Bid evaluation shall be based on:

i. Compliance with the scope of service.
ii. Meeting the delivery terms and period as per schedule of requirements.
iii. Capacity to deliver and provide reference and contact numbers for previous customers provided with the same services for the past five (5) years.
iv. Business Registration Certificate, Tax Clarence Certificate, 
v. Certificate of operations from relevant authority

	 Contract Award

	Notification of Award shall be sent to the successful Bidder at any time 
Prior to expiration of Bid Validity. 





SCOPE OF SERVICE
I. Catering Service
a.) The service provider will be responsible for providing daily meals for CBL cafeteria (Monday to Friday), including breakfast, lunch, snacks, hot and cold drinks Operational Cafeteria Hours: Monday-Friday 7am-5pm per day
b.) The service provider will also be responsible for managing food preparation, serving, packaging, delivery to CBL Cafeteria, and any necessary storage facilities to ensure food safety and compliance with local health regulations are met.
c.) The service provider is expected to provide meals for dine-in staff and take away. For take-away service, all packaging and utensils provided should be environmentally friendly. Paper cartons take away boxes/bamboo cutleries/other environmentally friendly and biodegradable materials should be used.
d.) The service provider should have ready-to-serve meals without any cooking preparation being conducted at the cafeteria (off-site food preparation and cooking and fresh delivery to the cafeteria).
e.) The service provider should have the appropriate vehicle, equipment, and staff to transport the meals to the CBL daily and maintain the freshness, hygiene and temperature of the food (hot or cold)
f.) The service provider is not allowed to bring electric or gas cookers for the purpose of cooking food; but is allowed to use the CBL microwaves for reheating purposes as required. The service provider is also allowed to bring their own additional electric reheating kitchen appliance e.g. electric sandwich/panini presser, electric food buffet warmer/chaffing dish, electric air fryer, etc. to support the food warming serving. All equipment must be electric. No live fire, candles, and gas canister.
g.) The service provider should provide plates, bowls, tonsils (spoon, fork and knife), cups and glasses for staff, as well as other kitchen utensils e.g. service spoons, food tons and any other kitchen equipment and utensils that are required by the service provider to support their service.
h.) The service provider should provide dishwash liquid soap, dishwash sponge, kitchen cleaning cloths, hand wash soap, hand sanitizer and trash bin bags.

II. The Meal
a.) The food served for breakfast, lunch and snacks should be different.  
b.) Breakfast is to be served from 7am – 11am, consist of ready-to-serve Liberian and Continental breakfast and pastry. 
c.) Lunch it to be served from 12noon-4pm, consist of ready-to-serve Liberian and Continental meals. 
d.) Snacks (pastry and small chops), hot and cold drinks are to be served throughout the operational hours of cafeteria from 8am – 5pm 
e.) Hot drinks are tea and coffee water. 
f.) Cold drinks are juices and soft drinks and water. NO ALCOHOLOR ALCOHOLIC BEVERAGES ALLOWED 



III. Food Safety and Hygiene 
a.)  The service provider is responsible for adhering to all food safety and hygiene regulations and standards in preparation and service. This includes the hygiene and cleanliness of the off-site preparation kitchen, delivery vehicle, equipment, serving dishes, cutlery and cafeteria area.  
b.) The service provider is responsible for properly training their staff on food safety and hygiene in food preparation, food storage, cooking, food delivery and food serving.  

IV. Catering Staff 
a.) The service provider should provide enough support staff to serve the meal promptly, especially during peak lunch hour), wash the dishes and clean the cafeteria. 
b.) All catering staff working at the cafeteria must wear uniforms daily. The minimum requirement for uniforms is a company’s t-shirt or shirt with clean apron and hair net/cover.  
c.) The service provider should not employ any minor (child). 
d.) The service provider must provide copies of identification cards of their staff to the CBL Facility and Events Management Office (FEMS). The CBL (FEMS) provide visitor badges for the catering staff to visibly wear them while they are in the CBL compound.   
e.) The service provider must continuously provide training on hospitality service to provide and maintain the service professionalism, politeness, responsiveness, and efficiency in customer service always.

V. Housekeeping  
a.) The CBL janitor will clean the cafeteria area in the morning only by sweeping and                      mopping the floor, wiping the table and service table surface, cleaning the microwave and sink area (including hand wash sinks).  
b.) The service provider staff should do janitorial services throughout the operational hours and at the close of business hours.  
c.) The expected janitorial service during the operational hours is: 
· clean the tables and chairs after a meal or when they are significantly required cleaning. 
· Keep the floor clean. 
· Keep the service area and sinks clean. 
· Not disposing of food or food fat/oil down the sink, drainage and garden.
·  All trash and waste must be put into garbage bags before disposal.
d.) The expected janitorial service at close of business hours are:
· Wash all the dishes. Dirty dishes should not be left in the sinks. 
· Wipe and dry all plates, cutleries, glasses and cups; securely store them on the lockable shelf. 
· Final sweep and mop of the floor
·  Empty all the trash bins; and bring out the trash bags to the disposal area located on the ground floor of the CBL Annex. No trash/waste left in the cafeteria area. 
·  No food can be left/stored overnight at the cafeteria and fridge. Only sealed drinks are allowed to be stored in the fridge and the key will be in custody of the service provider.  
· Turn off all the lights and electric switches in the cafeteria. 
· Finally, clean the tables, chairs, serving area and sinks. 
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