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ANNEX: TERMS OF REFERENCE FOR CAFETERIA SERVICES

1. BACKGROUND

1.1 Number of Plates
The Rwanda Institute for Conservation Agriculture (RICA) employs approximately 152 staff members and currently enrolls 240 students. Catering services are required to support the following average numbers:

- Breakfast & Lunch (Monday–Friday): Approximately 360 plates
- Dinner: Approximately 200–250 plates

During weekends, the number typically decreases. These figures are subject to change based on staff leave, student academic calendar, and visitors attending meetings or events.

1.2 Catering for Events
In addition to regular cafeteria services, RICA hosts workshops, meetings, and conferences that require specific hospitality arrangements. Such events are pre-planned, and any special requirements are communicated in advance.

1.3 Cultural Diversity
As an international institution, RICA employs staff and students of various nationalities and religious backgrounds. Menu proposals should reflect this diversity, ensuring inclusive and culturally varied meal options.

1.4 Languages
Serving staff must be able to communicate fluently in both Kinyarwanda and English.

1.5 Premises
The RICA cafeteria is located at Karama Campus, Gaharwa Village, Mwendo Cell, Gashora Sector, Bugesera District, Eastern Province, approximately 90 minutes from Kigali.

1.6 Serving Area
RICA’s main kitchen and dining facilities are centrally located within the Campus Center. The cafeteria accommodates up to 450 seated people.


1.7 Dining Hall
Food is prepared in the kitchen and arranged in the serving area for service in the adjoining dining hall. The Service Provider is responsible for maintaining hygiene and cleanliness at all times.

1.8 Additional Catering Services
The Service Provider may be required to offer catering elsewhere on or off-campus, including for casual workers (80–100 people). Flexibility in this regard is expected. 


2. OBJECTIVES OF THE CONTRACT

2.1 Establish a one-year renewable contract for the provision of cafeteria services.

2.2 Provide balanced, nutritious, and tasty meals (breakfast, lunch, dinner, beverages, and snacks) for RICA staff and students.

3. SPECIAL CONSIDERATIONS
RICA maintains a smoke-free and alcohol-free environment. Sale or distribution of tobacco or alcoholic beverages is strictly prohibited on RICA premises.

4. SCOPE OF WORK
Operating hours are guided by the academic calendar and may change as needed. Current schedule:

Monday–Friday: Breakfast 06:00–09:00 | Lunch 12:00–14:00 | Dinner 18:00–20:30
Saturday–Sunday & Public Holidays: Breakfast 06:00–09:00 | Lunch 12:00–14:00 | Dinner 18:00–20:30

Meals must be available promptly during serving hours. Service runs daily, including weekends and public holidays. RICA provides dish-counting software for plate tracking, and the cash register is provided by the Service Provider.

4.1 Menu & Price List
Weekly menus must be submitted one week in advance to RICA Dining Management, including nutritional details where possible. Snack menus and price lists must be displayed visibly.
4.2 Daily Deliverables
For the purposes of this tender, contractors are encouraged to propose cost-effective meal packages and an à la carte service arrangement that offer variety, quality, and nutritional balance. The proposed menu should include, but not be limited to, the following categories:

A. Breakfast
A selection of hot and cold beverages, sandwiches, croissants, pastries, eggs, boiled local dishes, fruits, dairy alternatives, and cereals. A variety of fresh, natural fruit juices and still water shall also be provided.

B. Lunch and Dinner
At least two hot dishes shall be available daily—one meat-based and one vegetarian option. A fish dish should be offered at least twice per week, while a mixed BBQ assortment should be served on Fridays at lunch and Sundays at dinner.
Daily menus should also include a variety of soups and local dishes. Fresh fruit juices, still water, and dessert options must be included.

C. Sandwiches and Salads
A variety of freshly prepared sandwiches and salads, including vegetarian alternatives, shall be offered daily.

D. Snacks
Healthy snack options are encouraged, such as homemade chocolate products, nuts, dried fruit, cereal bars, and other savory or non-savory items with minimal sugar, refined carbohydrates, saturated fats, and salt. Examples include fresh vegetables with low-fat dips (e.g., hummus), samosas, and meatballs. Snack arrangements should be made available for RICA offices during tea breaks.

E. Fruits and Vegetables
A selection of fresh, seasonal, and preferably organic fruits and vegetables shall be offered throughout the year.

F. Pastries
A range of small-portion pastries and biscuits should be included, with preference given to healthier options—such as those with reduced sugar and refined carbohydrates, increased fiber, and lower saturated fat. Local specialties are particularly encouraged.

Note: Information on allergen content (such as peanuts, tree nuts, milk, eggs, wheat, soy, fish, or shellfish) should be clearly indicated. Alternatives for individuals with specific dietary restrictions (e.g., gluten-free or lactose-free options) are highly recommended.

During the implementation phase, the selected contractor may propose additional menu suggestions or sample menus for review and approval by RICA Dining Management.

4.3 Official Functions
Service Provider must cater for meetings and events (10–300 participants), sometimes outside regular hours. Written orders and consolidated monthly invoices are required.

5. PRICES
All prices must be quoted in Rwandan Francs (RWF) and be inclusive of all costs related to service performance.

6. PAYMENT TERMS
a) Payment for cafeteria services (staff and students) will be made within 15 days of receipt of the consolidated invoice.
b) Individual purchases by customers at the counter will be paid directly.

7. REPORTING REQUIREMENTS
The Contractor shall conduct quarterly quality review meetings with RICA Dining Management, appoint an on-site team leader responsible for daily supervision, and ensure new staff are trained on RICA procedures and hygiene standards.

8. QUALIFICATION REQUIREMENTS & PROPOSAL STRUCTURE
Bidders must provide detailed company information, key personnel profiles, evidence of similar assignments, HSE and quality control systems, hygiene standards, and valid RSB certification.

9. FACILITIES PROVIDED BY RICA
RICA provides essential facilities including furniture, utilities (power, water and gas), cutlery and other kitchen equipment, waste removal, and internet access. 

10. CONTRACTOR’S RESPONSIBILITY 
The contractor is responsible for maintaining cleanliness (staff hygiene, cooking area) and efficient resource use as well as providing staff uniforms.


11. OTHER REQUIREMENTS
No branding or advertising within RICA premises is allowed. Unauthorized use of cafeteria facilities may result in contract termination. 
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