ELRHA

Documenting Learning from Research and Innovation

in the Humanitarian Sector

Call for Proposals
03.10.2025

Elrha is pleased to issue this Call for Proposal (CfP) in connection with the competitive
procurement for Documenting Learning from Research and Innovation in the
Humanitarian Sector. Proposals for the delivery of the Services are expected no later than
October 17, 2025.
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|: SERVICES DESCRIPTION

1. BACKGROUND

We are Elrha. A global organisation that finds solutions to complex humanitarian problems through
research and innovation. We are an established actor in the humanitarian community, working in
partnership with humanitarian organisations, researchers, innovators, and the private sector to tackle
some of the most difficult challenges facing people all over the world.

This consultancy aims to document and communicate the role that Research and Innovation (R&l) have
played in the humanitarian sector over the past 15 years. It will synthesise existing evidence to produce
a clear, compelling account of whether and how R&l have contributed to demonstrable change in
humanitarian practice, and to distil the conditions and approaches that made a difference, with a view
to informing future Elrha programming as well as sector-wide practice.

The humanitarian sector faces increasing pressure to be more effective and accountable in the face of
protracted crises, climate risks, and constrained funding. Donors and other stakeholders are asking
the critical ‘so what?’ question: does investing scarce resources in research and innovation make a
tangible difference? This work responds directly to the ‘so what?’ question by looking at critical
instances of meaningful, positive changesin the humanitarian practice, and interrogating the role that
R&l played in bringing about such changes.

Thiswork complements a wider set of initiatives in the humanitarian system that aim to strengthen the
role of R&l as critical enablers of humanitarian effectiveness. By taking a broad perspective, it will
generate learning that can support donor and partner influence, inform sector-wide strategy, and
contribute to global efforts to embed R&l as a core component of humanitarian action.

1.1. Who we are seeking

We are seeking a Service Provider (individual consultant, team, or organisation) with strong knowledge
of the humanitarian sectorand expertise in applied research and learning synthesis. The consultant(s)
should be adept at both desk-based research and consultative processes, and should be able to
produce outputs that are analytically rigorous, clearly communicated, and accessible to diverse
audiences.

The consultancy requires an in-depth understanding of current trends, challenges, and debates in the
sector. Crucially, we are looking for a Provider with established networks across the humanitarian
community to ensure the consultations goes beyond the R&l ‘echo chamber’and engages a wide range
of perspectives of humanitarian practitioners.

Given the scope and timeframe, the work will be particularly well-suited to a team that combines deep
humanitarian expertise and established networks across a variety of humanitarian sub-sectors, along
with a robust understanding of R&l.

2. OBJECTIVES, DELIVERABLES AND ACTIVITIES

2.1. Overall aim and objective(s)

The aim of thisworkis to document and communicate the role that R&l have played in the humanitarian
sector over the past 15 years, and to examine Elrha’s role and learning within this wider picture. The
consultant will be responsible for synthesising internal and external evidence to produce a clear,
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compelling and accurate account of how R&I have contributed to change in the sector, and what are
the key enablers to sustain and strengthen these efforts in the future.

Specific objectives are to:

1. Evidence the role of Research and Innovation in relation to 2-3 identified changes in
humanitarian practice occurred over the last 15 years (2010-2025);

2. Draw out cross-cutting insights on what works to drive effective and impactful research and
innovation in humanitarian settings.

This work will be guided by two central questions:
1. Towhat extent have R&l influenced key changes in the humanitarian sector (2010-2025)?

2. What can Elrha and others learn about what works to drive impact and change in the
humanitarian sector based on R&I?

2.2. Proposed approach

For this consultancy, we propose using contribution analysis as the primary methodology, starting
with identifying notable changes in humanitarian practice, and then working backwards to explore the
drivers, enabling factors, and influences that shaped these shifts — with a particular focus on the role
played by R&l. Illustrative examples of such changes may include:

e Menstrual health and dignity kits — humanitarian response shifted from overlooking
menstrual needs to the widespread distribution of comprehensive kits designed with privacy
and cultural considerations.

e Mental health and psychosocial support (MHPSS) — gradually becoming a core, early
element of humanitarian response.

e Abortion and post-abortion care — gradually recognized within humanitarian health despite
legal and political sensitivities, expanding beyond emergency-only treatment.

e Faecal sludge management (FSM) in refugee camps — evolving from ad-hoc pit latrines to
planned, safe, and systematic sludge treatment as a core WASH function.

o Palliative care — broadening humanitarian health to include pain relief, end-of-life care, and
support for people with chronic or life-limiting conditions.

By tracing these changes and analysing their underlying dynamics, the consultancy will generate
insights into how R&I contributes — directly or indirectly — to tangible improvements in humanitarian
practice.

The list of changes above is illustrative rather than prescriptive. We expect applicants to provide, in
their proposal, a list of 2-3 concrete options that they would like to explore, and to be ready to discuss
their rationale for this choice in the interview. Applicants are also welcome to suggest alternative and
creative ways to assess contribution.

We expect the analysis to:

o |dentify changes for which a compelling ‘before and after’ case can be made, supported by
evidence.




Identify drivers and contributing factors, and assess their relative weight based on available
evidence.

Examine whether, and to what extent, R&l played a role in shaping discourse, advocacy,
experimentation, and practice.

Consider the specific role of Elrha-funded R&l where relevant.

2.3. Intended users and uses of outputs

The outputs of this work are intended to serve multiple purposes across Elrha and with external
stakeholders:

Business Development (BD): strengthen the rationale for investing in R&l; provide concrete
examples of impact; articulate Elrha’s distinct approach to funding and facilitating R&l.

Leadership and advocacy: equip Elrha with clear, adaptable talking points and illustrative
examples that showcase legitimacy, expertise, and impact.

Monitoring, Evaluation, Accountability and Learning (MEAL): improve tracking of impact;
establish clearer definitions and denominators; and inform consistent use of metrics across
Elrha’s work.

Programme and operations: highlight effective ways of working from the past that can inform
programme design, ideation, and positioning for future funding opportunities.

Donors and partners: provide evidence and narratives that demonstrate the added value of
investing in humanitarian R&l at a time of constrained resources.

2.4. Deliverables and activities .

The Services will be executed through the satisfactory completion of the Deliverables described below.
While bidders are expected to propose their own approach for carrying out the Deliverables, the
activities described under each Deliverable frame the scope of work and define critical aspects of the
Services delivery.




Deliverables

Scope of work / Activities

1. Inception report
and workplan

Conduct an inception meeting with Elrha to agree scope, expectations, timelines,
and clarify definitions.

Review key background documents provided by Elrha.

Work with Elrha to refine the final list of 2-3 examples that can best demonstrate
sectoral change and the contribution of R&!.

Submit aninception report that should include:

- Listofidentified changesin humanitarian practice to explore (2-3). We expect
thatin the inception report a clear case will be made for the relevance of these
changes.

- Adetailed methodology, explaining how the question of R&I contribution will be
assessed and evidenced.

- Anoverview of the intended process, including the identification of key sources
and an initial list of Key Informants. The emphasis should be on moving
beyond the established R&l “echo chamber” to include voices from across
the humanitarian system. We welcome creative ideas on how this can be
done in practice.

- Aproposed outline for the synthesis report.

2. Evidence review

Undertake a comprehensive review of existing evidence on the role of research and
innovation (R&I) in humanitarian practice between 2010-2025. The review should
synthesise available studies, evaluations, and other relevant sources to establish a
clear picture of where and how R&l has contributed to demonstrable changesin
humanitarian action.

Carry out consultations with key stakeholders following methodology and process
identified in the inception report.




Deliverables

Scope of work / Activities

3. Draft synthesis
report

Produce a synthesis report outlining key findings on the role of research and
innovation in the humanitarian sector. The report should include:

- Aclearand compelling executive summary, that can be used as a stand-alone
document. The executive summary should distil the main insights, findings,
and implications of the work.

- Anintroduction outlining the rationale and aim for the work

- In-depth analyses of each of the examples

- Cross-cutting findings and learning about drivers and enabling conditions for
R&l to influence humanitarian practice.

- Clearand actionable insights and recommendations on how the humanitarian
sector can optimise the use of R&l to promote positive changes.

We expect the report to be clear, accessible, free of unnecessary jargon, and readable
for a range of stakeholders in the humanitarian sector. We encourage the use of
visualizations, text boxes, and other design elements, as appropriate, to enhance
readability, including for readers whose first language is not English. The report should
adhere to Elrha’s brand requirements, which will be shared with the Provider.

Even at the draft stage, the report should be well-presented, complete, and polished,
with proper formatting and careful attention to spelling and grammar. Incomplete or
poorly presented drafts will not be accepted as deliverables and will not be reviewed by
Elrha.

4. Validation and
refinement

Present findings to Elrha staff and selected stakeholders for feedback.

Refine outputs accordingly.

5. Final report and
slidedeck.

Deliver a high-quality final report that presents a clear, compelling, and analytically
rigorous synthesis of findings.

Submit an accompanying slide-deck that present the key findings in an accessible
and compelling way, maximising the use of visualisation.

3. WAYS OF WORKING

Elrha requires the successful Service Provider to adopt an agile and collaborative approach to working
with Elrha and remain accessible to Elrha throughout delivery.

Elrha is seeking a Service Provider that is aligned with Elrha, accessible and effectively resourced
throughout the programme phases, providing the additional skills and capabilities Elrha needs to

deliver effectively.

The successful provider shall transfer all documentation and findings to Elrha in a professional and

timely manner.

Elrha requires the successful Service Provider to work in close collaboration with its staff throughout
the duration of the contract. The work must be delivered in a consultative, transparent and adaptive
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manner, with regular check-ins to ensure alignment and responsiveness to Elrha’s evolving needs and
priorities.

The Service Provider is expected to engage key Elrha personnel and, where relevant, partners or
stakeholders, to gather insights and test findings. In doing so, the Service Provider should ensure that
consultation extends beyond Elrha’s immediate research and innovation networks to include
humanitarian practitioners with long-standing operational experience. Engaging these external
perspectives will be essential to validate findings, identify concrete changes in humanitarian practice,
and avoid an R&l ‘echo chamber’. This may include virtual meetings, targeted interviews or internal
workshops. A designated point of contact within Elrha will support coordination and ensure timely
access to documents, stakeholders and feedback.

The Service Provider should be flexible and able to incorporate input at key reflection points during
delivery, including the inception phase, draft review and final validation. The successful provider will be
expected to manage their own workflow and logistics, but remain accessible and responsive
throughout.

All outputs must be professionally presented, fully accessible to a non-technical audience and
delivered in a timely manner. Final products and supporting documentation must be transferred to
Elrha in formats agreed during the inception phase.

4. TIMEFRAME

The work will start no later than November 2025, and it will conclude not later than January 2026. Only
service providers with availability to meet this timeframe should consider participating in this
tender.

|I: REQUIREMENTS AND EVALUATION

5. REQUIREMENTS

Proposals will be evaluated against the Requirements described below. They must provide direct, clear
and concise evidence of the bidder’s understanding of and ability to deliver the Services and to meet
the Requirements.

5.4. Technical requirements

Approach to delivering the services / Methodology and tools

Proposals should include:

o Identification of 2-3 key changes in humanitarian practice that have occurred in the last 15
years, which the applicants propose to explore through this work. Proposals that clearly
demonstrate evidence that these changes have occurred and highlight their relevance will be
given strong consideration.

e Aclear methodological approach outlining how the contribution of Research and Innovation
to these changes will be assessed, including its role relative to other factors and contributors.

o Evidence of sector networks and consultation capacity — proposals should provide evidence
that the team has established networks in the humanitarian sector and a clear plan for
engaging relevant stakeholders. Consultants are expected to carry out this engagement with
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a high degree of independence, as a core part of the consultancy is to go beyond the usual R&!
‘echo chamber’ and reach perspectives that Elrha may not already have access to.

Quality assurance

The proposal must present an effective approach to define, measure and/or demonstrate the quality
of relevant outputs, and to which Deliverables such approach will be applied.

Key personnel - experience, qualifications and skills

Proposals mustinclude a description of key positions responsible for the Services deliverable, including
the experience, qualifications (when relevant) and skills that each position will contribute to the
activities.

Key personnel involved in the Services must meet the following requirements in terms of experience,
qualifications and skills:

- Humanitarian sector expertise — an in-depth understanding of the humanitarian sector,
including itsstructure, key debates,and majoractors, both broadly and within the specific sub-
sectors related to the changes in humanitarian practice that the proposal is proposing to
explore.

- Humanitarian networks — demonstrated networks across the humanitarian sector, with the
ability to identify, engage, and consult relevant stakeholders independently and efficiently
within a compressed timeframe.. Applications that can demonstrate networks across different
regions will be given particular consideration.

- Understanding of Research and Innovation —a solid appreciation of Research and Innovation
and their role, applications, and influence within the humanitarian sector.

- Ability to work under pressure and meet tight deadlines — personnel must be able to deliver
high-quality outputs under compressed timelines, managing multiple tasks efficiently while
maintaining attention to detail.

- Ability to produce high-quality, accessible outputs — demonstrated experience delivering
polished, professional reports and materials that are clear, readable, and free of unnecessary
jargon, suitable for a range of audiences. Outputs should maintain analytical depth and
complexity while maximizing reader-friendliness, including the effective use of visualizations
where appropriate.

5.2. Project management requirements

Delivery modality

The Proposal must demonstrate the chosen delivery modality is fit-for-purpose for the effective and
efficient fulfilment of the Services and Deliverables completion.

Only submissions from an individual/ team/ organisation will be accepted. Consortiums of providers
are not allowed.

The Services cannot be delivered through Sub-contractors.

Delivery structure

The Proposal must demonstrate how the Services will be delivered in an effective manner, within the
agreed period. The team structure must show roles and responsibilities are clearly identified and
allocated against each of the Deliverables, and they are fit-for-purpose for the delivery of the Services.
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Work plan

The proposal must identify key activities and delivery paths in completing each Deliverable, and the
time required. It must also clearly determine critical dependencies between activities.

Risk management

Relevant assumptions and risks in delivering the Services and finalising the Deliverables must be
identified, together with the risk management strategies to be put in place in order to minimise their
impact in the Services.

Organisational capacity

Applicants must have the organisational and managerial capacity to deliver the Services in an effective
and timely manner. Areas to be assessed include experience managing contracts of a similar size and
value.

5.3. Costing requirements
Cost structure

The cost structure for delivering the Services must demonstrate the Bidder’s knowledge of the
resources (people’stime, goods, outsourced services etc.) needed to complete the Deliverables. It must
also show a balanced, cost-efficient and appropriate use of those resources across the Deliverables.

Costing parameters
All prices and rates must be set in GBP only, as the contract will be signed in this currency.

The prices and rates quoted shall be the fully inclusive value of the Services, including all costs and
expenses that may be required to complete the Services, together with all general risks, liabilities and
obligations, set out or implied, necessary to comply with the terms and conditions of the contract.

UK-registered bidders shall not display VAT costs in the quoted prices and rates. If VAT is displayed,
bidders must clearly indicate the pre-VAT costs of each of the Services and itemise VAT separately.

Non-UK registered bidders shall include in their quoted prices and rates all taxes they are subject to
under their country of registration.

The maximum budget for this contract is £50,000. As part of the Bid evaluation, and without
prejudice of all other elements described in Part Il, particular consideration will be given to the cost
strutcure and unit costs, as well as the quality of Services and value added to the offered Technical
Proposal.

Pro bono and other non-financial contributions

Elrha is committed to maximise its financial resources, so that more funding can be spent on
programmes that benefit people affected by crises.

Providing any element of the service on a pro bono basis, offering a cost reduction and/or service
enhancement, or any other charitable support to Elrha the organisation, will be assessed favourably.
However, thisisnota requirementand therefore it will not be marked as part of the proposal evaluation.
It might thought be taken into consideration when making the contract award decision.
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If the Bidder is offering such charitable support, this must be clearly set out the Proposal.

6. EVALUATION CRITERIA

Elrhais committed to ensuring its financial resources are used as effectively and efficiently as possible,
so that it can focus them on achieving maximum impact for the humanitarian actors and they
communities affected by crisis they serve. Proposals will therefore be evaluated against the
Requirements described above and under the criteria set out below.

Bidders must provide information that demonstrates and supports their understanding of, and ability
to meet, the Services and Requirements contained within this document.

6.1. Evaluation grid

Proposals will be scored by a cross functional evaluation panel. All members of the panel will evaluate
the information provided according to the following grid:

Criteria Weighting

Technical capabilities 60% overall weighting

Previous performance 5% sub-weighting

Approach to delivering the services 15% sub-weighting

Methodology and tools 15% sub-weighting

Quality assurance 5% sub-weighting

Key personnel - experience, qualifications, skills, | 20% sub-weighting
networks

Project management capabilities

30% overall weighting

Delivery structure

5% sub-weighting

Work plan

10% sub-weighting

Risk management

5% sub-weighting

Organisational capacity

10% sub-weighting

Costing analysis

10% overall weighting

Cost structure

5% sub-weighting

Costing parameters (incl. total cost)

5% sub-weighting

Pro bono and other non-financial contributions

Yes/No

6.2. Proposal Evaluation
Technical and Project Management Capabilities

In evaluating the Technical and Project Management element of the Proposals, each criterion defined
above will be evaluated against the relevant Requirement. They will be marked based on the level for
which the requirement is met, as demonstrated in the Proposal and in accordance with the following
table:
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Score Guidelines

0 Points Wholly unsatisfactory - fails to meet the requirement or not answered.
1Point Poor - only partially meets specified requirements.
2 Points Satisfactory — meets specified requirements in full.

Good - exceeds the specified requirements and provides significant added value

5 Points to Elrha.

Costing proposal

The cost evaluation will take into account both the proposed cost structure to deliver the Service for
the duration of the contract and across the Deliverable, as well as unit costs and total costs.

The costing proposal will be scored from O to 3 points based on the Bidder demonstrating they have
understood the resources needed for the completion of each Deliverable, as well as good value for
money. The table below provides examples of elements to be considered during this evaluation, but the
list is not exhaustive and other considerations might be taken into account:

Score Guidance

Wholly unsatisfactory — not all Deliverables have been costed; template has not
0 Points been followed or fully completed; overhead ratio is significantly higher than the
one in the next highest bid; highest unit costs; highest total value.

Poor - only partially meets expectations in their understanding of the resources
1Point needed for the completion of the Services; overhead ratio higher than average*,
by more than 5%; higher than average unit costs; higher than average total value.

Satisfactory — meets expectationsin their understanding of the resources
2 Points needed for the completion of the Services; overhead ratio within 5% range
average™; average unit cost; average total value.

Good - exceeds expectationsin their understanding of the resources needed for
the completion of the Services (e.g. provides additional relevant costing analysis);
overhead ratio average, by more than 5%; lower than average unit cost; lower
than average total value

3 Points

*‘Average’ in this table refers to the average across the relevant cost presented by the other bids.

Elrha Not Bound

Elrha will award the contract on the basis of obtaining the best value for money, having regard to the
evaluation criteria set above, for all technical, project management and costing elements.

Elrha does not bind itself to accept the lowest priced offered among the bidders.

6.3. Presentation to Elrha

All Proposals that have been received by the receipt deadline will be evaluated using the criteria and
methodology described in this CfP document.

Following the evaluation of all Proposal received before the deadline, bidders for the 3 highest scored
Proposals will be invited for interview and presentation.
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Shortlisted bidderswill be asked to present an overview of how their Proposal meets the Requirements
and ensure an effective delivery of the Services set in this document. They might also be asked
questions to clarify any aspect of the Proposal.

Shortlisted bidders are expected to be represented by at least one senior member of staff involved in
the preparation of the Proposal, and one senior member of staff who would be responsible for the
execution of the Services.

Format and agenda for the Presentation to Elrha will be sent out to all shortlisted bidders in advance.

[1I: SUBMISSION INSTRUCTIONS

The deadline for submitting proposals in response to this Call for Proposals is 23:59 UK time on
October 17, 2025.

Submissions missing any of the documents listed below or received after the deadline might not be
considered.

Please submit the Technical and Cost Structure Proposals, the completed Annex 1 & 2 & 3, and any
supporting documents (as relevant) (the ‘Proposal’), to Valeria lzzi, as per the following instructions:

- email address: vizzi@elrha.org, with bidsandproposals@elrha.org in copy

- subject line: Call for Proposals — Documenting Learning From Research And Innovation In The
Humanitarian Sector = [your name/ your organisations name]

- signed with the name and title of the person making the submission

Submissions emailed to any other Elrha email address will not be considered.

Submissions not following the ‘subject line’ instructions might not be considered.

7. DOCUMENTS SUBMISSION
7.1. General instructions
All documents shall be written in English.

The complete Bid must be submitted in electronic format. Electronic files must be set out and named
in such a way that Elrha evaluators can easily find any information.

Documents must be properly formatted to allow easy reading and understanding of its content.
Documents that have not been adequately formatted might not be considered.

In order to evaluate the Bid, all required documents must be included with the submission. Ifany of the
required documents are not submitted with the Bid, Elrha reserves to itself the right to reject it.

Please follow the instructions below for the completion of the following documents that are to be part
of each Proposal:

- Technical Proposal

- Cost Structure Proposal

- Certificates and assurances

- Bidderinformation questionnaire, including requested documents
- Information on Consortium members (if relevant)

- Examples of relevant work and materials produced

12
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7.2. Technical Proposal

The information requested below must be submitted following a format of your choice, within a page
limit of 5 pages maximum, using the font Arial 11 with Normal page margins.

- Background to the organisation/ team, specifying available research skills and capacity. We
recommend including 2-3 brief examples of prior work if explicitly relevant to the services. It is
permissible to include hyperlinks to prior work.

- Technical approach, including:
- methodology or approach to be adopted to complete each Deliverable

- approach to be applied to measure or demonstrate the quality of the Deliverables

- key steps for completing the Deliverables and estimated time required

- key personnel and resources involved in finalising the Deliverables, include brief bios as an
annex to the Proposal

- Project management: how the Services delivery and completion of Deliverables will be
managed, including obligations set under the contract, and escalation process forissues. The following
items must be covered, in addition to any other relevant information:

- proposed structure of the team set to deliver the Servicesand Deliverables, detailing the roles
and responsibilities of personnel and an organisational chart

- approach to working with Elrha, clarifying key reflection points where Elrha will be invited to
provide technical input, quality assurance and/or decision making

- proposed work plan for delivery of the Services, separated into key milestones and
establishing key dependencies

- description ofidentified risks and how they will be managed, and clarify any assumptions made
about an output or activity to be delivered.

7.3. Cost Structure Proposal

Bidders must follow the Cost Structure format set in Schedule 1, submitted as an Excelfile (i.e. it should
not be converted to PDF). Please make sure that worksheets are properly formatted to ensure clear
reading when printing.

Inserting additional rows and/or columns to this format is only permitted when and how indicated, in
which case, bidders should ensure any calculations are amended accordingly.

Additional information and/or pricing breakdowns may be added through inserted worksheets in the
same document.

Bidderswho submita Cost Structure Proposal with minor arithmetical errors leading to a revised Total
Cost of +/-15%, once the errors are corrected, will be given the opportunity to accept the revised total
Cost or withdraw the Proposal.

A Proposal containing major arithmetical errors, or a large number of arithmetical errors may be
rejected on the ground that there is serious doubt about the competence of the bidder.

Costing parameters
All quoted costs should be in GBP.
UK-registered bidders shall not include VAT costs in the quoted prices and rates.

Non-UK registered bidders shall include in their quoted prices and rates all taxes they are subject toin
their country of registration.

Costs for Implementing Partners and/or Sub-contractors and/or Vendors should be clearly defined
(please see section 12 for definitions).
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Clarifications and/or assumptions related to the proposed costs must be set out in the Cost Structure
Proposal.

Fee-type costs must be clearly differentiated from proposed reimbursable expenses.

7.4. Certificates and assurances

The following documents must be printed in the Bidder’s headed letter, signed and submitted as part
of this Call for Proposals:

o Proposal submission letter, as per Annex1
o Non-collusive Proposal Certificate, as per Annex 2
o Termsand Conditions acceptance letter, Annex3

These letters and certificates must be signed by an authorised person.

Unless the submission email is sent by the same person signing the listed lettersand certificates, these
must be signed in ink before scanning, or through an e-signature service.

7.5. Organisational information questionnaire

Bidders who are applying as an organisation must complete the questionnaire in Annex 4, which
provides information about the organisational set up, finances, organisational policies, and relevant
business activities and past performance.

Every question in the questionnaire must be answered:

- ifthe question does not apply to your organisation, write N/A, and explain why it does not

apply
- ifyou do not know the answer, please write N/K.

Questions marked with an asterisk (*) indicate a fail/pass question. Explanations on why information
cannot be provided are acceptable, but blank answers and lack of any information for any of these
questions represents an automatic ineligibility for your organisation to be awarded the contract.

Please ensure the following documents are attached to the questionnaire (Annex 4):

(i) Copy(ies) of at least one of the following:
a. Your last two most recent audited accounts; or
b. Statementsof your turnover, profit & loss account and cash flow of your last two most
recent years of trading/activity (if your accounts are not audited); or
c. Astatement of your cash flow forecast for the current year and a bank letter outlining the
current cash and credit position (if a. & b. are not available).

Proposals might not be considered if the documents listed above are not submitted.

Individual bidders are not required to submit the organisational information questionnaire.

7.6. Supporting documents

No additional documents will be accepted as part of this procurement process
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8. ANTICIPATED TIMELINE

Activity Deadline

Call for Proposals issued 03.10.2025
Proposals submission deadline 17.10.2025
Evaluation of Proposals completed 20.10.2025
Presentation to Elrha 23-24.10.2025
Communication on contract award (anticipated) 27102025
Due diligence and contracting (anticipated) 07.11.2025
Start date of Services delivery (anticipated) 10.11.2025

9. QUESTIONS

9.1. Scope of enquiries

Elrha will only provide clarity on content or items that might not be sufficiently self-explanatory in this
Call for Proposals, but no additional information will be supplied to potential or actual bidders on
individual basis.

Elrha will use best endeavours to provide such explanation as a matter of assistance to the bidder, but
it shall not be construed as to add, modify or take away from the meaning and intent of the proposed
contract and/or the obligations and liabilities of either party.

No representation, explanation or statement made to a bidder, or anyone else by or on behalf, or
purportedly on behalf of Elrha as to the meaning of the procurement documents, or otherwise in
explanation as aforesaid, shall be binding on Elrha in the exercise of its obligations under a
subsequently awarded contract.

Where the enquiry is beneficial to all bidders, both the original enquiry and the response will be sent to
the other bidders anonymously.

9.2. Timeframe

Questions can be submitted up to 3 working days before the submission deadline, to allow sufficient
time to respond to the query.

Once the submission period has been closed, Elrha will not respond to any question or query.

9.3. Contact information

Queries concerning information or documents required as part of this Call for Proposals and/or
unclear content, can be submitted to Valeria Izzi as per the following instructions:

- email address: v.izzi@elrha.org, with bidsandproposals@elrha.org in copy

- subject line: QUERY — CfP — Documenting Learning From Research And Innovation In The
Humanitarian Sector - [your name/ your organisations name]
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10.  CONTRACT AWARD

At the conclusion of the evaluation process and subject to the provisos contained in these Call for
Proposals, Elrha will decide to whom the Service Contract will be awarded, and the successful bidder
will be expected to enterinto a formal agreement.

The acceptance of the Proposal shall be formalised through a Letter of Acceptance signed and sent by
Elrha’s authorised contract signatory. No other purported method of acceptance, (i.e. telephone call,
correspondence from any other Elrha staff) shall be binding on Elrha.

In addition, any action on the part of the successful Bidder shall be of no contractual effect and not
binding on Elrha without a Letter of Acceptance letter from Elrha being issued to the Bidder.

Unless otherwise agreed by Elrha and the Bidder, the contract agreement will be in a form prepared by
Elrha.

All documents shall be written in English and the Service Contract subsequently entered into and its
formation, interpretation and performance shall be subject to and in accordance with the law of
England & Wales.

IV: GENERAL INFORMATION
11. CALL FOR PROPOSALS INFORMATION

This Call for Proposals (CfP) is issued to ensure that all received Proposals are given equal and fair
consideration. It isimportant therefore that bidders provide all information asked for in the format and
order specified in this CfP.

Proposals shall be submitted in accordance with the instructions contained in this ToR, save as may be
allowed elsewhere in the issued document, without alterations or qualifications.

Noalteration oraddition shall be made by bidders toany part of the CfP except where expressly allowed
herein orin the other issued documents.

Proposals that do not comply with any mandatory requirement (i.e., where the words “shall” or “must”
are used) will not be considered.

Elrha does not bind itself to accept any Proposal. Elrha reserves the right to accept a Proposal in part,
rather than in full, and Elrha reserves the right and to award a Contract to more than one bidder.

111.1ssued Documents

As part of the Service Contract to be signed between Elrha and the successful bidder, arising from
Elrha’s written acceptance of Proposal, the following documents referred to in these ToR might be
considered part of the contract:

- Part | Service Description and Part Il Requirements and Evaluations of these Terms of
Reference

- Non-collusive Proposal certificate signed by the bidder

- Technical and Cost Structure Proposals submitted by the Bidder and accepted by Elrha

- Anyadditional documents and annexes submitted by the Bidder

11.2. Preparation of Bids

Proposals shall not be subject to any pre-condition or otherwise qualified or accompanied by
statements that might be construedas rendering the Proposal equivocal. Only unconditional Proposals
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will be considered. Elrha’s decision as to whether or not a submitted Proposal is in an acceptable form
will be final.

A fully compliant Proposal must be submitted. Where a bidder wishes to submit a modified or
alternative Proposal this must be in addition, and submitted separately, to the compliant Bid and may
or may not be considered by Elrha. Any modified or alternative Proposal must also be free of
qualifications, fully priced and complete.

Bidders must obtain for themselves, at their own responsibility and expense, any additional information
deemed necessary for the preparation of their Proposal. Information supplied to bidders by Elrha is
provided to the best of its acknowledge at the time of issuing these Terms of Reference. If bidders are
uncertain of the accuracy of any information provided, they are advice to contact Elrha to seek
clarification and/or to satisfy themselves by their own investigations. No responsibility is accepted by
Elrha for any loss or damage of whatever kind or howsoever caused arising from the use by bidders of
such information.

12.CONFIDENTIALITY

Allinformation and documents received by Elrha in response to this CfP shall be treated as private and
confidential, save where the disclosure is required by law.

Bidders shall not:

(@)  Release to third parties any information relating to the Proposal that they intend to submit,
other than with professional advisers who need to be consulted with regards to the
preparation of the Proposal.

(b)  Canvass directly or indirectly with any other bidder concerning the award of the contract or
directly orindirectly obtain or attempt to obtain information.

(c)  Canvassdirectly orindirectly witha member of Elrha or their trustees concerning the award of
the contract or directly or indirectly obtain or attempt to obtain information from said
individuals.

If a bidder does not observe points a), b) and c) above, Elrha will reject their Proposal and may decide
not to invite the agency to bid for future business opportunities.

13.CONFLICT OF INTEREST

In order to ensure a fair and competitive procurement process, Elrha requires that all actual or
potential conflicts of interest are identified and resolved to Elrha’s satisfaction.

13.1. Conflict of interest in connection to this procurement process

Without limitation and common definition of conflict of interest standing, Elrha may perceive conflicts
of interest to arise in connection to this procurement process where:

(@) the bidder, or their Implementing Partners and/or Sub-contractors, or any person employed /
related to / engaged by / otherwise connected with them, has been within the last two years
engaged or employed by, or otherwise connected with Elrha

(b) the bidder, or their Implementing Partners and/or Sub-contractors, or any person employed /
related to / engaged by / otherwise connected with them has discussed within the last 12 months
matters relevant to this procurement process with Elrha

(c) abidder, or their Implementing Partners and/or Sub-contractors, propose to provide services or
advice to, or is otherwise connected with, more than one other bidder in relation to this
procurement process.
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13.2. Notification

Bidders should notify Elrha in writing of any actual or potential conflict of interest in their response to
this procurement of the Services.

If the Bidder becomes aware of an actual or potential conflict of interest following submission of their
Proposal, it should immediately notify Elrha in writing providing details of such actual or potential
conflict of interest.

Notifications of a perceived, potential or actual conflict of interests must be communicated to
incidentreporting@elrha.org, providing as much information as possible.

13.3. Exclusion on the basis of conflict of interest

Elrha reserves the right to exclude bidders s from this procurement process should actual or potential
conflicts of interest be found, which confer an unfair competitive advantage on one or more bidder, or
to otherwise undermine a fair and competitive procurement process and, following consultation with
the Bidder, such actual or potential conflicts are not resolved to the satisfaction of Elrha.

V: ATTACHMENTS

Schedule 1: Cost Structure Proposal

Annex1: Proposal Submission Letter (Template)

Annex 2: Non-Collusive Proposal Certificate (Template)

Annex 3: Terms And Conditions Acceptance Letter (Template)
Annex 4: Applicant Information Questionnaire

Appendix 1: Elrha Contract Terms & Conditions

Appendix 2: Elrha Incident Prevention and Management Policy
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