Request for Proposals
Terms of Reference

Temporary Staffing Agency Services for the
Transform Africa Summit 2019 (14-17 May 2019)

Kigali, Rwanda

Client

Smart Africa Secretariat

9th Floor, Bloc C, Makuza Peace Plaza,
10 KN4 Avenue, Kigali, Rwanda

+250 788-300-581/ 732-310-014

PO Box: 4913

info@smartafrica.org

www.smartafrica.org

RFP#:

006/S.A./RFP/TAS/02/2019

Release date: March 1%, 2019

Closing date: March 18% 2019

10:00AM (Local time, Kigali)

Contact

For any questions or enquiries, please write to:
transformafricasummit@smartafrica.org

With a copy to: info@smartafrica.org
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I. Organization Background

I.1. Smart Africa Secretariat

Smart Africa is a bold and innovative commitment from African Heads of State and Government
to accelerate sustainable socio- economic development on the continent, ushering Africa into a
knowledge economy through affordable access to Broadband and usage of Information and
Communications Technologies

The Transform Africa Summit held in Kigali, Rwanda on 28" - 315t October 2013 culminated in
the adoption of the Smart Africa Manifesto document by seven (7) African Heads of States, in
which they committed to provide leadership in accelerating socio-economic development
through ICTs.

On 30th-31st January 2014, all Heads of State and Government of the African Union at the 22nd
Ordinary Session of the Assembly of the African Union in Addis Ababa endorsed the Smart
Africa Manifesto. This development places the Manifesto at the heart of the ICT agenda in
Africa beyond just the seven original signatories at the Summit to all the 54 African countries.

The Smart Africa Alliance has since grown to include 24 African countries that represent 600+
million people.

1.2. Smart Africa Alliance

The Alliance is a framework for implementation, monitoring and evaluation of the Smart Africa
Manifesto, designed to make it actionable. Currently, the Alliance is a partnership bringing together all
African countries adhering to the Manifesto represented by the AU, the ITU, World Bank, AfDB, ECA, the
GSMA, ICANN and the Private Sector.

Besides its initial membership, other organizations and countries sharing the same vision, interests and
goals can be admitted to the Alliance.

The Smart Africa Alliance has five pillars which reflect the five principles of the Smart Africa Manifesto.
These pillars are (1) Policy, (2) Access, (3) e-Government, (4) Private Sector/Entrepreneurship and (5)
Sustainable Development.

Each pillar is built on four crosscutting enablers: (1) innovation, (2) communications and advocacy, (3)
capacity building and (4) resource mobilization. These will support Smart Africa implementation. These
pillars and enablers, when effectively developed and combined, will contribute to Economic Growth and
Job creation, which remains the ultimate goal of the Smart Africa Manifesto.



Il. Transform Africa Summit background

11.1. Transform Africa Summit

Transform Africa Summit is Smart Africa’s flagship event. It is the annual leading African forum bringing
together global and regional leaders from government, business and international organizations to
collaborate on new ways of shaping, accelerating and sustaining Africa’s on-going digital revolution.

I1.2. Summit History

The Transform Africa Summit has been held four times to date, in Kigali, Rwanda, with the following themes:

Transform Africa Summit 2013: The Future delivered today.
Transform Africa Summit 2015: Accelerating Digital Innovation.
Transform Africa Summit 2017: Smart Cities. Fast Forward.

PwnNPRE

Transform Africa Summit 2018: Accelerating Africa’s Single Digital Market.

The 2018 summit attracted over 4,000 participants, specifically:

= Heads of State and Government

= Ministers and Government officials in ICT, Health, Finance and related sectors
= Telecom and Utilities Regulators

= Central Bank Governors

= Heads of International and Regional Organizations

= |CT Industry leaders, innovators and investors

= Young Innovators, Girls and women in STEM

= SMEs, entrepreneurs and innovators

= Non-Governmental organizations

= Academia, Consultants, Thought Leaders and Digital Thinkers

Ill. RFP Objective

The Smart Africa Secretariat is soliciting proposals from highly qualified firms/agencies to provide
temporary staffing services that have the experience and capabilities to support and work with the Smart
Africa Secretariat communications and event coordination department during Transform Africa Summit
2019.

The Contractor shall provide the following temporary staff:

e Account Managers
e Ushers (protocol agents)



The firm/agency will be responsible for certifying the eligibility of workers referred to this project and
responsible for the recruitment, referral, and staffing of these workers to meet the needs as described

below, however the Smart Africa Secretariat retains rights of assessment and of veto.

IV. SCOPE OF WORK AND DELIVERABLES

The Smart Africa requires the following staff and deliverables:

e  Account Managers from April 22rd to May 21st

Area

Deliverables

Number of
Account Managers

Accreditation Site

- Support accreditation and badging onsite

- Support with international and local delegates onsite
registration

- Manage registration related enquiries (mail, calls, etc.)

- Assist with all logistical and administrative needs of the
accreditation team

- Where appropriate will be given projects to fulfill on
behalf of the Smart Africa Secretariat’s events department

- Provide post-summit report

3

Kigali International
Airport

- Support with delegates arrivals and departures
management

- Support with ensuring efficient delegates transportation
to hotels/venue

- Assist with all logistical and administrative needs of the
airport team

- Where appropriate will be given projects to fulfill on
behalf of the Smart Africa Secretariat’s events department

- Provide post-summit report

Auditorium

- Assist with all logistical and administrative needs:
technical equipment readiness, translation booth and
equipment in place, etc.

- Assure seats booking (VVIPs, Smart Africa partners and
members, etc.)

- Manage the different accesses to the auditorium
(Platinum entrance, Gold entrance, etc.)

- Manage and coordinate the setup and derigging period

- Provide post-summit report

Meeting Rooms
Management

- Manage and coordinate all reserved meeting rooms by the
Smart Africa members and partners

- Organize and update meeting schedules for all available
rooms

- Provide post-summit report

Exhibition

- Manage and coordinate the setup and derigging period
- Assist with all logistical and administrative needs: ensure
the compliance of the exhibitors/sponsors contracts




- Provide post-summit report

Pavilions - Manage and coordinate the setup and derigging period 2
- Assist with all logistical and administrative needs: ensure
the compliance of the exhibitors/sponsors contracts
- Provide post-summit report
Platinum Lounge - Manage access to the Platinum Lounge 1
- Manage and coordinate meals servings
- Provide post-summit report
Piazza/Food Court |- Manage and coordinate Food Court and Coffee shops 1
and Coffee shops setup and derigging period
(catering) - Manage and coordinate meals servings
- Provide post-summit report
Hubs and Youth - Manage and coordinate the setup and derigging period 1
Space - Assist with all logistical and administrative needs of the
event’s team
- Provide post-summit report
Media Room - Manage access to the media room 1
- Manage MoU signings calendar
- Manage Press conferences calendar
- Provide post-summit report
Social Events - Manage and coordinate the setup and derigging period at | 2
(Cultural Soiree, all social events’ venues
Gala Dinner, Golf, - Assist with all logistical and administrative needs
Concert) - Provide post-summit report
Sponsors and Smart |- Assist with all logistical and administrative needs of the 13

Africa Members
(Platinum and Gold)
Liaison Officers

events team

- Collaborate and communicate effectively with both the
event department and their delegation

- Coordinate their delegation activities

- Provide post-summit report

TOTAL

30

Ushers

Provide ushers to assure all protocol services, as per the deployment plan proposed below:

Deliverables:

At the accreditation site

Assure all protocol services for delegates registration and accreditation




Deployment plan (7am- 7pm):

- May 2nd -5th, 2019: four (4) ushers
- May 6th - 7th, 2019: six (6) ushers
- May 8%, 2019: four (4) ushers

- May 9th, 2019: two (2) ushers

e Atthe Kigali International Airport

- Assure all protocol services at the arrival area
- Manage information desk

- Manage VIP lounges

- Support with delegates bag collection

- Transport liaison services

Deployment plan (shift 1: 3pm-9pm; shift 2: 9pm-3am; shift 3: 3am-9am):

- May 5th-8th, 2019: five (5) ushers working 6hours-shifts (3)
- May9th-11th  2019: three (3) ushers working 6hours-shifts (3)

e Major Hotels (5):
Deliverables:

- Manage all delegates arrival at the Hotel
- Assure all protocol services at the Hotel
- Assist with room acquisition if needed

Deployment plan (7am- 8pm):

May 5th -10th, 2019: five (5) ushers
e KCC Auditorium and social events:
Deliverables:

- Assure protocol services in and around the auditorium
- Assure protocol services during TAS social events
- Manage the different accesses to the auditorium (Platinum entrance, Gold entrance, etc.)

Deployment plan (shift 1: 7am-3pm; shift 2: 3pm-9pm):
- May 7th-9th, 2019: six (6) ushers per shift
e KCC Exhibition Space:
Deliverables:
- Assure protocol services in and around the exhibition

Deployment plan (7am- 7pm):



- May 8th-9th, 2019: four (4) ushers per shift
e KCC Hubs and Youth Space:
Deliverables:
- Assure protocol services in and around the hubs and youth space (outside square)
Deployment Plan (7am- 7pm):
- May 8th-9th, 2019: four (4) ushers per shift
PS:

1. All proposed staff should be available two weeks prior to their assignment for an unpaid short training
by the Smart Africa Secretariat.

2. The Smart Africa secretariat will cater for the staff meals only during the three days of the event. The
firm/agency will take care of their transportation and outfits.

3. Feelfree to propose a more adequate deployment plan.

V. RFP Requirements

Applicants interested in competing for this contract are required to submit/send their proposal to the Smart
Africa Secretariat. The applicant will provide a detailed description of the approach to the scope of work
that addresses the following requirements for the proposal. The applicant’s proposal shall include:

V.1. Administrative Documents

Please submit:
= Your company registration certificate
= The taxpayer Tax Clearance Certificate;
= The pension contribution clearance Certificate;

V.2. Corporate Profile

= The applicants should have at least over five (5) years of experience years in the business.
= Qutline your experience including scope of work and a list of all past work.

V.3. Demonstrated Success

Shortlisted vendors must provide at least three (3) elaborated certificate of good completion of works
issued by current or former clients (clients within the past two years), for which your company has
performed works of at least similar nature, scope, size or complexity.



V.4. Technical Team

The proposed staff should be:

Above 21 years of age

Residents or citizens of Rwanda

Bilingual or be able to speak fluently and write English or French
Experience in event management and logistics is preferred

Account Managers should be college/university students/graduates

Provide a table highlighting: (1) the names of each proposed staff, (2) his/her proposed role, (3) the

specific name of the deliverable he/she will be assigned to as well as (4) the relevant expertise he/she

possesses that related to the deliverable he/she will be assigned to.

Provide the CV of each proposed staff.

V.5. Detailed Financial Structure and Proposed Costs

Provide an explanation of your fee structure for temporary agency staffing

Explain your organization's internal mechanisms/processes that are in place to ensure all costs
stay within budget for the duration of the contract.

Outline your detailed financial proposal budget (detailed breakdown of the corresponding fee for
each deliverable including all costs for all individuals) for the management of the project

Include the total estimated cost of providing this service broken down above in the scope of work
and deliverables.

V.6. Additional Information Required

Confirmation of financial responsibility in the form of a letter of reference from a bank or other
financial institution and the name of your accounting firm. Both may be contacted.

Possible interview/presentation involving key personnel proposed for management of the
project.

You will be notified if and when this information/presentation is to be provided for verification.

All costs associated with the preparation and submissions of proposals to this RFP are at the proponent’s

own expenses.

VI. Proposal Structuring

The technical and financial proposals should be structured as follow:

Technical proposal:



(1)  Table of Content
(2)  Executive Summary
(3)  Administrative documents
(4)  Corporate Profile
(5)  Demonstrated Success
(6)  Technical Team
Financial proposal:
(7)  Detailed financial fee structure & costs
(8)  Additional Information Required

VIl. Proposal Submission

Technical and financial proposals must be presented in separate envelopes showing each the nature of the
offer concerned (technical or financial offer), the firm’s name and both put in a third anonymous envelope
marked as follow: “006/S.A./RFP/03/2019: Temporary Staffing Agency Services for the Transform Africa
Summit 2019 (14-17 May 2019)".

Well-printed proposals, properly bound presented in one (1) original copy, signed and paraphed and in one
(1) scanned copy of the original signed proposal on a non-refundable USB Flash Drive (pdf format) must be
submitted in sealed envelopes not later than 18" March 2019, 10:00 am local time (Kigali) prompt to the

address below:

Smart Africa Secretariat

9th Floor, Bloc C, Makuza Peace Plaza,
10 KN4 Avenue, Kigali, Rwanda
Phone: +250 732 301 014

Attention: Office of the Director General, Smart Africa.

Late proposals will be rejected.

The envelopes shall be opened on the same day in public session at 13:00 PM in the Smart Africa Secretariat
conference room.

Notice: Smart Africa reserves the right to amend this RFP and/or the response deadline. Any such
amendments shall be communicated and published to the Smart Africa website
(www.smartafrica.org/news).

VIII. Validity

Proposals and quotes must remain valid for a period of 90 days after the date of closing noted above. After,
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the closing date and time, all proposals received by the Smart Africa Secretariat become its property.

Smart Africa reserves the right to reject or accept any proposal submitted in response to this RFP. This RFP
neither expresses nor implies any obligation on the part of issuing authority to enter into a contact with
any of the bidding parties.

IX. Selection Process and Evaluation

The firm, company or agency specialized in the field of the assignment shall be chosen through a Quality and
Cost based selection method (QCBS) in accordance with the procedure prescribed in the Request for
Proposals document.

The technical proposal will account for 80% of the final evaluation results and the financial proposal for the
remaining 20%.

Evaluation of the responses to the RFP will be carried out by an evaluation committee as designated by the
Smart Africa Secretariat. The Evaluation Committee reserves the right to conduct pre-selection meeting with
bidders, which may include a review of the proposal submission.

Bidders will be evaluated on their ability and experience to adequately address the proposed statement of
work and successful coordination and delivery of the Transform Africa Summit 2019 temporary staffing
services.

X. Inquiries

For any enquiries, please contact us:

Event Management Department
Smart Africa Secretariat
+25073230 1014/1013
enquiries@smartafrica.org with a copy to info@smartafrica.org
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