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The House of Assembly Commission of the Virgin Islands invites proposals for

catering services for its meetings.

The Services are intended to support the Commission in providing catering services
to Members during Sittings of the HOA, informal meetings of the Commission, and
Committee meetings (collectively referred to as “Sessions”), at the Chambers of
the House of Assembly Commission, the Office of the House of Assembly
Management Commission (Richard Stout Building), or any other location where

Sessions may be held from time to time.

The Commission therefore invites sealed proposals from qualified, competent, and
resourceful caterers for inclusion on the House of Assembly Management
Commission Caterers Roster (HOAMCCR) to provide food and beverage services on

a contractual retainer basis.

The successful service provider will be expected to deliver consistent, high-quality
catering services in support of parliamentary proceedings and related meetings,
and to demonstrate the capacity, experience, and operational flexibility necessary
to meet the Commission’s requirements as outlined in this Request for Proposals.

For Additional Information Contact:

Giovanni Herbert

Public Relations Officer

House of Assembly

Telephone: 1(284)468-6909

Email: gherbert@gov.vg

Facebook: https://facebook.com/HOABVI
Youtube: @houseofassemblyvi2922

Gallery
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1. INTRODUCTION

o st Goveance supprt.and frarcil mansgemers of the Hoe o
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dminsta
Assembly (HOA' and for ensuring that the Legidature i appropriatel
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Spesker, Members of the House of Assembly, Commitees. and. parkamentary
admissionin e oty condc o egislotw business and the efcent operoton of

In canying out ts mandate, the Commision must ensure that Members and partcipants
inolved in pariamentary proceedings are supported by the adminisratve and operationsl
samices recesary for th fctve condct of it buses T icces e

the effcent operaton of paramentary

ovision of ancillry services that cor
Seoven mestiogs nd ol poceadings

The Services are intended to support the Commisson in providing catering service o

meetings (collectvelyreferred 0 35 “Sessions?), ot the Chambers of the House of Assembly
Commission the Offce of the House of Assembly Management Commssion (Richard Stout
Buiding.or any other loction where Sessons may be held from time to time.

mmission therefoe.inites sesled proposals from qual

competent, an
resomcubl caterers b ki n the Howse of Asemisy Managemen Commision

basis.

The successfl service provider wil be expected to delver consistent, Wgh-quay catering

the capacity, experence, and operational flexbity necessay 1o meet the Commission’s
requirements as outined in th's Request fo Proposas

2. OBJECTIVES OF THE ASSIGNMENT

The purpose of
Assembly Management Commission Catrers Roster (HOAMCCR) and entering into

Session
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« Providing Afteroon Snack only options for 1010 15 persons at » masimum rate of
$775 per Session:

+ Providing Breakfast and Lunch options fo 10 to 15 persons at a maximu ate of
$1825 per Session

+ Providing Breakiast. Lunch and Afteroon Snack options for 10 10 15 persons at a
masimum rate of 2250 per Session,

« Providing Lunch only options for 1010 15 persons at a maximu rate of $1.275 per
Session;or

* Provdg s and Atenoon Sack ptons for 1010 15 pesons o a masmm

te of $1.700 per Session:

The above rates should include mobilsation. setup,rentl of equipment server and labour

The proposed engapemen sh befor 3 cotrcat e f two @)y, s 0
ce anct any renewl pr misson.

3.5COPE OF SERVICES

The successtul senice provider s expected o deliver food and beverage senvices for
pariamentary Sessions and reated meetings in accordance with the Commission's
perationa equirements,sevice standards, and prescrbed fee structure

3.1 Call-Down Arrangements

+ Upona all-down from the HOAMCCR during th effective perod. acontract wil be
formed with the selected caterer for the relevant Session). Incusion on the
HOAMCCR does not quarantee any cal-downs. Call-downs shall be made st the sole
discreton of the Commission.

3.2 Service Provider Responsibltes

+ Cateres wil be requied to setup the meal()for breakfat lunch and afernoon
nack. 3t time to be agreed with the Cient i the executed contact. The setup shll
e provking bl e, meceey s waals o sach food e,
sivervare,
(Appendix ) and
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of wtensis and foods for

+ The caterer shall consider in it setup, aration
Mermbers who oy be lkric 1 cran food oo o those tht oy requte
Speclce. Th Clent shallconfirn any allegy o specl e equiement

3.3 Set.Up Requirements

. Thea »
of each mesl in accordance with the requirements of the contract. There should ever
be a case where Members have o wait on the provsion of meais due 10 thecaterer
being at;

+ Each food item must be clearly labeled to indicae the contents of each dish
Intervew prepartion and coordination

« The catere shallprvide at least one competent stafl member o be present during
the Session at atime to be agreed with the Chent i the contract. The staff member
e i s o i Vs o ek ot st
g s wensissvervor, e nd s, and kecpig e cnviors e

ndorgnize:

The caterershal remove alunused food, containers, utensi, ivenware, lates,cups
tableclths, and ai of it belongings at the end o cateing serices at 3 time to be
agreec with the Clent

4. SERVICE LEVELS AND RESPONSIVENESS.

ework capable of responding effiienty to both scheduied and urgent catering

ments n support o pariamentary proceedings.

service standards ae as folows:

+ Routine Session requests: confirmation within one (1) business day and delivery at
the scheduled time

5 onfirmation within two to three (2-3) hours and delvery withinthe

Priority reque
s s

« Urgen

tingday requests: same-day acknowledgement and expedited delvery

ments:ull et-up and sevice readiness ateast iy (30) minutes prior

St
1o the apeed imfame

ndments 10 orders: reasonable accommodation of changes up 10 twenty-four

(24) hours before the schedued Session, subject o avaiabiiy;
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+ Ciean-up and collecton: completon within two 1o three 2-3) hours after the
conchusion ofthe Session where applicable;
optons for the

« Menu submission for vettng: serice providers shal submit

uitabilty and dietary compliance; ind

« Canceltions and schedule changes:sen
able

providers shall be notified a5 so0n 35
of any cancelation, postponement, or reschedulng of a

any agreed tems relating to costs akready

ocured or prepaaton aeady underaken

AN services must remain sty non-partsan, balanced, accurate, and respectul of
partamentary piviege.

seces my suppor any pobica pry.decion ampasgh, parsn aecive, o
persorst pol

provider hall mantn s confdnialty over ll o bl formaten
Tecved or reted o the curse ofth engagement ncuing matiers relaing 10
mbers. Commitees. poriamentay busnes. s sdmnueton. snd sreessed

proceedings.

6. OWNERSHIP OF DOCUMENTS

Al documents and information provided by the Commission orsubmitted by 3 proponent
inesponse o Uhs R, hallrmain o become the property o theCommision Proposals
ened

and any accompanying materials submitied il no

7. PROPOSAL REQUIREMENTS
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7A. Eligbilty and Minimum Experience Requirements
Proposals are invited from quafied, competent, and legaly authorised catering service
providers wit the capacity and experience 1o delver the services descibed n this Request
for Proposals

proponents shll meet ebgivilty and
experience requirements

7A1 Legal Status and Good Standing
Proponents shal

+ bein good standing with al reevant regulatoy and tax suthoriie:

possessaval rent rade ina category that au ©
perform the services:

Jod Handlers Cerficate ssued by the Department of
e

possess a vald and curent Fo
Environmenta Health to ensure that the cateer is medical it and ce

+ beelgible o contract.

Where. thelead entiy sha and
respective roes

7A.2 Minimum Relevant Experience

a minimum ofthree () years” relevant. profssional

Proponents shal demonstra
experience in one or more of he folowing areas:

Catering Sevices for Corporate o al Events

repunato and Dy

On-Time Delivery and Service Relabilty
7A3 Demonstrated Delivry Capacity
e the operatonsl capacit to debver services over the propased

sonentsshall demon

roponent
two (2 year term, inclucing
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« access tospecias resources as required:

+ compltion o the Form 1 General Informtion provided in Appendic &

+ compietion ofthe Form 2 S Eavment and Resoures Checkist provided in
pendi 5

+ completion in the Form 3 List of Experience provided in Appendix C The tenderer

in  profesional manner.
7A4 References and Past Performance

Proponens shal provie ot e two (2 e refrences o comprale assgnmens
completed within the st fe 3)years,incuding chent name, scope of sevices dates, and
contactdetals.

The Commission reservs the ight 1o very references and consider documented past
perfomance nts evaluation.

A5 Conflct of Interest

Proponents shall discose any actual, potential or perceived confict of inerest that could
ceof the contract

arise i reltion o thisprocurement o the performar

7A.6 Commission’s Right to Seck Clarfication

he right 1o request. additonsl information, supporting
documentation. or carifiation in order 1o verfy 3 proponent’s eliibily, exper
capacity,or complance with these equirements.

5 GENERALSPECIFICATIONS

The House of Assembly Management Comission is the legisiative body responsible for

. it s essentsl to understand the

Provider’) should be guided by the following princles of professional conduct and
hospitaity in providing the Services.

81 Provider duties

iate tites when addressing Members. Refer o them 25
wed by thir las name:

« Aways wse appr
Honourable” fol

good timing to complete the setup process before cheduled Sessions.
oy s eapet o e HOAC rcocings o
+ Dress professionally 35 nest snd clean attre demonsiates our commitment o
excellence
82 Provider should understand the dietary preferences and restricions of HOAMC
Members
« Gather nformation about allergie, dietay restricions, and preferences in advance

e ot s r e cordinhy a0

« Offer a diverse menu tha caters to iferent tases, dietary needs, and alkery and
medical requirements. Include vegetarian, vegan, and  guten-free options, for
example.fthee are known dietary restrctions. n such cases, the Cient il provide
information on any specfic ditary requirements.

83 Providershould be aware that the qualty of food and ts presentation signfcantly

and

oviders ofen have access to sensiive information and therefore must maintin
Condaniolty, Avo oo on e comrgors among HOMMC Merber,

Secured. Providers wil be required o execute a Non-Disclosure Agreement withthe Cliet

5 Catering for the HOAMC requires flexbiiy. In case of emergenies (e extended
Sessions) providers should be adaptable and ensure Members are wel-fed

5. EVAWATION

be given o the capacity of the tenderer t perform the senvices, experence, possesion of
the basic equipment required, and feedback on the qualy of servies provided 10 past
cients

10, PROCUREMENT FRAMEWORK

This procurement shllbe conducted in accordance with applicable Virgin [skands aw,
it princiles and

1. CLARIFICATIONS AND COMMUNICATION

Noverbal

only

Clerk
Office of the House of Assembly Management Comission
Richard Sout Buiding

03d Town, Torola
Virgin slands
Emait o
Tek (284)465-6900

—
The Commission may request ciarifications from any Respondent and may issue writen
addenda where necessary.

12, SUBMISSION INSTRUCTIONS.

Intereste parties are requested to submit proposals o lter than Friday, 16% October

2026 51 10:00 a.m.local ime. Late submissons shallbe reecte

se of Assembly located in

Submissons may be deivered physically o the Office of the Hor

deadine.

Proposals i for

~ep

The submission must ciearly ideniy the Respondent’s name and incude all documents
require under this RFP.
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15, RIGHTS RESERVED
The Commision s not bound to acceptthe owest o any propesal.

7 [ Siverwa "

The Commission reserves the righ nfe fork 5p

cept o reject any proposa, seek drications
egotite with preferred proponents, cancel and ressue this RFP, sward n whole ot i part
or make no mward. 8 | course,dessert, cups and

Non-disposable late of vaying sizes (main
13, ASSESSMENT OF SUBMISSIONS. wis for i, soup,

Commiss

E 1 reseves the right to inite revised responses from the Appicants by the 5

Avirtual pre-tender meeting is scheduled for Monday, 13% July, 2026 3 10:00 am local issue ofan addendum

time. A ofthe access code w© ivitation and without assqning any reason. This &P does ot gve rise to ny ights nd i 10 25t ane competent person to be
the meeting. Al prospective tenderers ar invited toattend. The purpose ofthe meeting s ot an ffe or an invitaion o ofer.

0 givetendere ask quest APPENDIX C FORM 3 LIST OF EXPERENCE

APPENDIX A FORM 1: GENERAL INFORMATION

and the requirements under the Services

Hem Tenderer’s Information No.|  Client Name, Address, | Description of Services | Start | End
Representative, Email ad o: Date

14, OTHER CONDITIONS Provide the Name ‘and Telephone Number

Registered

e Tendereror the
Name it s  company

141 on not submited

i accordance with th requirements ofthis Reuest for roposas. Nothing in this RF

35 creating relstionship,or ablty on

110 any proponent. By subn
proponents acknowledge and accept that participation inthis process does not confer any

ght. entilement o expectation of engagement or incusion onthe House of Assembly

Management Commission Caterers Roter (HOAMCCR)
'APPENDIX B FORM 2 BASIC EQUIPMENT AND RESOURCES CHECKUST

thei proposal. The Commission shallno be responsibe or ablefor any such costs,

regarcles ofthe autcome o s procurement roces. Tender owns o has access
' ! Tools, Supples, and Resources o check 35 appropriate)
143 Partcipation by anypary i ths RFP,pursuan o the invitation by the Commision, Yer o

shall be considered to be an accept
such party, and no claims o isputes raised by it during o after the award
entenained by the Commisson.

‘Grafing Dishes t kaep food warn dusing srvice

Dopencars
144 Proposal must be submittedin accordance with Section 12 of this Request for
Proposas. The Commission shalnot b responsiblefor the loss, non-receipt,or delay in

receipt of any proposal submission.

Additional Documents or Media

e catering service for meetings of hoa extended 1).pdf

Government of the Virgin Islands ¢ gov.vg


https://www.gov.vg/sites/default/files/2026-09/catering_service_for_meetings_of_hoa_extended_1%29.pdf

