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Annex A
Terms of Reference (ToR) 

1. Objective
The objective of this contract is to provide professional cafeteria, catering and hospitality services at the UNHCR Representation Office in Addis Ababa through a qualified contractor capable of delivering safe, nutritious, diverse and reasonably priced food and beverage services to UNHCR personnel, visitors and official guests.
2. Contract Modality
· Service Contract. 
· Initial period: 3 years. 
· Extension subject to satisfactory performance and UNHCR requirements. 
· UNHCR shall provide: 
· Cafeteria premises; 
· Existing kitchen equipment; 
· Furniture; 
· Electricity; 
· Water. 
The contractor shall operate the cafeteria at its own cost and risk and recover operational expenses through the sale of approved food and beverage items.
The successful contractor shall be operational and ready to commence services within thirty (30) calendar days following contract signature unless otherwise agreed by UNHCR.
3. Scope of Services
The contractor shall:
Daily Cafeteria Services
Provide:
· Breakfast; 
· Lunch; 
· Snacks; 
· Tea, coffee and other non-alcoholic beverages. 

Catering Services
Upon request, provide:
· Coffee breaks.
· Working lunches.
· Reception services.
· Buffet services.
· Special events organized by UNHCR. 
Official UNHCR events shall be invoiced directly to UNHCR based on approved quotations.
4. Service Population
The cafeteria is expected to serve:
· Approximately 60-70 daily users.
· UNHCR personnel.
· Contractors. 
· UN visitors.
· Official guests. 
The cafeteria is expected to serve approximately 60-70 regular daily users; however, the Contractor shall maintain sufficient capacity to accommodate fluctuations in demand, including UNHCR personnel, contractors, visitors, official guests and participants attending meetings or events.

UNHCR does not guarantee any minimum number of customers, sales volume, revenue level, or catering requests under this contract.

5. Menu requirement
The contractor shall submit:
· Weekly menu rotation. 
· Standard menu price schedule.
· Sample catering menu. 
The menu shall include:
· Ethiopian dishes.
· International dishes.
· Vegetarian options. 
· Healthy food options.
· Halal food options where applicable. 
The contractor may propose additional menu items subject to approval by UNHCR Administration and the Staff Association.
6. Pricing Policy
Prices offered in the Standard Menu Price Schedule (Annex C) shall form the basis of the financial evaluation.
The approved menu prices shall remain fixed for the first twelve (12) months of the contract.
Thereafter, any request for price adjustment shall:
· Be submitted in writing.
· Include justification and market evidence.
· Be reviewed jointly by UNHCR Administration and the Staff Association.
· Require written approval by UNHCR before implementation.
7. Operating Hours
Minimum operating hours:
	Service
	Time

	Breakfast
	07:30 A.M. -10:30 A.M

	Lunch
	12:30 P.M. -13:30 P.M

	Snacks
	15:00 P.M. -17:00 P.M

	Cafeteria Operation
	Monday-Thursday, 07:30 A.M -17:30 P.M

	Cafeteria Operation
	Friday, 07:30 AM to 14:00 PM



8. Staffing Requirements
The contractor shall maintain at minimum:
· One Restaurant/Cafeteria Manager.
· One Chef/Head Cook.
· Adequate cooks, food handlers and service staff. 
All personnel shall:
· Be medically fit and a copy of medical certificate should be presented. 
· Maintain high standards of hygiene.
· Wear appropriate clean uniforms and Hair coverings such as hairnets, visors, chef hats, or caps to prevent loose hair from falling into sensitive areas. 
· Receive food safety training.
· Demonstrate customer service skills. 
The Contractor shall notify UNHCR of any replacement of key personnel.
The Restaurant/Cafeteria Manager and Chef proposed in the successful bidder’s proposal shall be considered key personnel and may not be replaced without prior written notification to UNHCR.
9. Food Safety and Hygiene
The contractor shall:
· Maintain valid food safety permits.
· Comply with Ethiopian food safety regulations.
· Maintain documented food safety procedures.
· Ensure proper food storage and temperature control.
· Maintain kitchen cleanliness at all times.
· Conduct regular cleaning and disinfection.
· Ensure proper waste management. 
Alcohol, tobacco and prohibited substances shall not be sold on UNHCR premises.
10. Equipment and Premises
The contractor shall:
· Use UNHCR equipment responsibly. 
· Maintain equipment in good condition.
· Report breakdowns immediately.
· Replace damaged items resulting from negligence.
· Keep premises clean and orderly. 
A joint inventory handover shall be conducted at contract commencement and termination.
11. Environmental Requirements
The contractor shall:
· Minimize plastic use.
· Promote recyclable and reusable materials.
· Implement proper waste segregation and disposal. 
· Adopt environmentally sustainable practices whenever feasible.
12. Performance Monitoring
UNHCR Administration and the Staff Association may conduct periodic inspections covering:
· Service quality.
· Food quality.
· Hygiene standards.
· Menu compliance with a variety of food and drink options. 
· Pricing compliance. 
· Customer satisfaction and good feedback handling mechanism. 
The contractor shall cooperate fully with such inspections.
13. Key Performance Expectations
The contractor shall ensure:
· Consistent food quality.
· Reasonable prices.
· Professional customer service.
· Clean and hygienic facilities.
· Timely service delivery.
· Compliance with approved menus and prices. 
Repeated failure to meet performance standards may constitute grounds for corrective action or contract termination.
                                                    ANNEX A-1
Indicative List of Equipment’s of the Staff cafeteria
The equipment listed below is provided by UNHCR on an “as-is” basis. A joint inventory verification and handover certificate shall be signed by UNHCR and the Contractor at contract commencement and termination.
	Ser.
 No. 
	 Description of the Equipment  
 
	 Qty 

	1
	Glass electric kettle - Tefal
	1

	2
	Thermal coffee jug - Tefal
	1

	3
	Thermal tea jug - Tefal
	1

	4
	Thermal milk jug -Tefal
	1

	5
	Ceramic plates
	20

	6
	Fork (serving, stainless steel)
	30

	7
	Spoon (serving, stainless steel)
	30

	8
	Plate for cookies/dessert (medium, white ceramic)
	30

	9
	 Fork for cake/fruit
	30

	10
	Milk cup and saucer
	30

	11
	Teacup (transparent with gold rim) and saucer
	30

	12
	Tea/coffee spoon (quality stainless steel)
	30

	13
	Macchiato cups and saucer
	30

	14
	Plastic serving tray with handle
	5

	15
	Food display tray and covers
	3

	16
	Electric Deep Fryer with 2 tank and 2 baskets
	1

	17
	Electric Countertop Griddle
	1

	18
	Fruit blender 
	1

	19
	Rancilio coffee machine
	1

	20
	KPH-20 stand flour mixer
	1

	21
	TC-12 meat mincer
	1

	22
	Link Rich-Hotel Aid onion chopper machine
	1

	23
	Refrigerator with two door
	2

	24
	Refrigerator with one door
	1

	25
	Media deep freezer (chest)
	1



N.B- UNHCR shall provide the cafeteria premises, utilities, and the equipment listed in this Annex. The Contractor shall provide, at its own cost, any additional utensils, small equipment, consumables, kitchenware, or operational items required for the efficient delivery of the services.	
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