
 

 USAID/OFDA Proposal Guidelines 
  Pharmaceutical Annex A 

 

Definitions 
 

Restricted Goods:  For the purposes of the Medical Commodities Sub-Sector, the following 
medical commodities are considered “Restricted Goods” by USAID and must be included in the 
Health Sector or Agriculture and Food Security, Veterinary Medicines Sub-Sector, as 
appropriate in the proposal.   
 Pharmaceuticals including  

o Vaccines 
o Oral Rehydration Salts (ORS) 
o Intravenous (IV) Fluids 

 Long Lasting Insecticidal Nets (LLINs) 
 

Pharmaceuticals: As defined in USAID’s Automated Directives System (ADS) Glossary, any 

substance intended for use in the diagnosis, cure, mitigation, treatment, or prevention of 
diseases in humans or animals; any substances (other than food) intended to affect the 
structure or any function of the body of humans or animals; and, any substance intended for use 
as a component in the above.  The term includes pharmaceuticals, drugs, medicines, vitamins, 
and oral rehydration salts (ORS).  
NOTE:  The following are generally NOT funded by USAID/OFDA: 

 Antiretroviral medicines (ARVs) – Please coordinate with the President’s Emergency 
Program for AIDS Relief (PEPFAR) program at www.pepfar.gov/. 

 Antimalarial medicines – Please coordinate with the President’s Malaria Initiative (PMI) 
program at www.pmi.gov/. 

 Contraceptives and condoms – Please coordinate with USAID’s Office of Population and 
Reproductive Health (PRH) at www.usaid.gov/our_work/global_health/pop/ if you are 
interested in procuring these commodities for your program. 
 

Biological:  Products derived from living organisms, including immunobiologicals (such as 
vaccines), hormones, and blood products. Vaccines and blood products are considered to be 
“pharmaceuticals” by USAID. 
 
FDA - Licensed Products:  Products approved by the U.S. Food and Drug Administration 
(FDA) for market use in the United States, and the product manufacturing facility has been 
inspected and licensed by the FDA to produce such product.  Note: FDA-approved products 
may be manufactured in a non-U.S. facility provided that the facility has been inspected and 
meets the FDA requirements. 
 
Stringent Regulatory Authority (SRA):  Stringent Drug Regulatory Authority (SRA) means a 
regulatory authority, in case of the European Union both the European Medicines Agency 
(EMA) and national competent authorities are included, which is (a) a member of the 
International Conference on Harmonization of Technical Requirements for Registration of 
Pharmaceuticals for Human Use ICH, as specified on its website; or (b) an ICH Observer, being 
the European Free Trade Association (EFTA) as represented by SwissMedic, Health Canada, 
and World Health Organization (WHO) (and may be updated from time to time); or (c) a 
regulatory authority associated with an ICH member through a legally binding mutual 
recognition agreement including Australia, Norway, Iceland and Liechtenstein (and may be 
updated from time to time). 
 

http://www.pepfar.gov/
http://www.pmi.gov/
http://www.usaid.gov/our_work/global_health/pop/


Medical Commodities:  A collective term to include pharmaceuticals, consumable medical 
supplies, and durable medical equipment. 
 
Medical Supplies (Consumables):  These are commodities that are disposed of after treating 
a patient.  Medical supplies include such items as single-use syringes, bandages, tongue 
depressor blades, suture materials, and both surgical and exam gloves.  USAID/OFDA is 
interested whether the medical supplies, quantities and prices are appropriate.   Please provide 
a separate detailed list of medical supplies with type, number of units, cost/unit and total cost for 
all medical supplies.  The cost must be entered on a separate line in the budget marked 
accordingly.  Note:  If medical supplies will be provided as gifts in kind (GIK), include the value 
of the medical supplies in the budget and indicate the source of funding e.g. GIK, partner’s own 
funds etc. Laboratory supplies such as reagents, glassware, rapid diagnostic test kits, solutions, 
etc. are included as a sub-section of this category. 
 
Medical Equipment (Durable):  These are commodities that may generally be reused after 

proper cleaning and disinfection have taken place.  Medical equipment includes such items 
including, but not limited to, sphygmomanometers, baby scales, exam tables etc. USAID/OFDA 
is interested whether the medical equipment purchased, quantity and price is appropriate. 
Please provide a separate detailed list of medical equipment with type, number of units, 
cost/unit and total cost for all Medical Equipment.  The cost must be entered on a separate line 
in the budget marked accordingly.  Note:  If medical equipment will be provided as gifts in kind, 

include the value of the medical equipment in the budget and indicate the source of funding, e.g. 
GIK, Partner’s own funds etc. Laboratory equipment such as microscopes, autoclaves, etc. are 
included as a sub-section of this category 
 
Long Lasting Insecticidal Nets (LLINs):  LLINs are also known as Long Lasting Insecticide 
Treated Nets (LLITNs) and are USAID restricted commodities.  LLINs are used within the 
context of a health proposal.  Partners intending to use LLINs in their projects must familiarize 
themselves with the Programmatic Initial Environmental Evaluation (P-IEE) on the Partner 
Resources website at http://www.usaid.gov/what-we-do/working-crises-and-conflict/crisis-
response/resources.  Specific sections on training and communications, monitoring of 
effectiveness of use, and insecticide resistance (See Pesticide Annex A: Request for Approval 
to Purchase LLINs for all the sections) must be included in the proposal language if LLINs will 
be used in the program.   
 
Medical Kits: A generic term referring to a collection of tools, supplies, or equipment for a 
specific purpose. Kits often contain USAID restricted commodities such as ORS or LLINs.  In all 
cases, if a kit is proposed, regardless of type, e.g. Hygiene kit, NFI kit, first-aid kit, Community 
Animal Health Worker kit, etc.; provide the name of the kit, number of kits being purchased, the 
supplier of the kit, cost per kit, and the itemized contents list. Include the cost of the kits in a 
separate, appropriately identified budget line. Universally recognized kits such as the 
Interagency Emergency Health Kit (IEHK) do not need contents lists to be provided. All non-
standard kits must have an itemized contents list to assure USAID/OFDA that no restricted 
commodities are included.   
 
Oral Rehydrating Salts (ORS):  Oral Rehydrating Salts may be used only in the context of a 
health program.  USAID/OFDA does not recommend nor endorse the use of homemade ORS or 
training in the preparation of homemade ORS. 
 
USAID/OFDA Pre-Qualified Pharmaceutical Wholesalers:  These are pharmaceutical 
wholesalers that have been audited and found to meet internationally accepted standards for 
safe, effective and quality pharmaceuticals.   This is an ever-expanding list and partners are 
advised to refer to the updated list of pre-qualified pharmaceutical wholesalers on the Partner 

http://www.usaid.gov/what-we-do/working-crises-and-conflict/crisis-response/resources
http://www.usaid.gov/what-we-do/working-crises-and-conflict/crisis-response/resources


Resources website at http://www.usaid.gov/what-we-do/working-crises-and-conflict/crisis-
response/resources. 
 
USAID/OFDA Non Pre-Qualified Pharmaceutical Wholesalers / Suppliers:  These are 
pharmaceutical wholesalers or suppliers that have NOT been audited by USAID or a Stringent 

Regulatory Authority (SRA).  Although these suppliers may in fact carry safe, effective, quality 
human or veterinary pharmaceuticals and vaccines, a case-by-case evaluation must be made.  
Partners are notified that this is a long process that may take weeks if not months to complete; 
depending on how quickly required documentation may be provided to USAID/OFDA.  Please 
refer to the “Request to use a Non-Pre-Qualified Pharmaceutical Wholesaler – Annex E”.  

http://www.usaid.gov/what-we-do/working-crises-and-conflict/crisis-response/resources
http://www.usaid.gov/what-we-do/working-crises-and-conflict/crisis-response/resources
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Procedures to Purchase Pharmaceuticals and Medical Commodities 
(vaccines, ORS, IV Fluids, and medical diagnostic tests)    
  
In order to purchase human or veterinary pharmaceuticals, the following steps must be followed 
in accordance with the Agency’s Automated Directives System 310 (ADS 310). 
 
STEP 1:  Provide an itemized list of the pharmaceuticals or other medical commodities 
requested.  The list must include the following information:  

 Name of medicine – Generic name. 

 Strength (dose)  

 Quantity – e.g. 10,000 tablets 

 Unit cost – e.g. $25.00 USD / 1000 tablet bottle 

 Extended Cost in USD – e.g. 10 X $25.00 USD = $250.00 USD 

 Total Cost for all meds in USD  

 Name of pharmaceutical wholesaler where the pharmaceuticals will be 
purchased. 

 
It is imperative that USAID/OFDA receives cost information for any  medical supplies or medical 
equipment to support the program budget. Information that may be provided to USAID/OFDA 
must include the following: 
  

 Item  

 Quantity  

 Unit cost  

 Extended Cost  

 Total Cost for all medical supplies or medical equipment 
 
STEP 2:  NGOs should provide assurance that the host government Ministry of Health (or 
ministry responsible drug regulatory authority) has approved the importation of the proposed 
medicines and use in country.  For instance, pharmaceuticals must be allowed for use in the 
host country by the Ministry of Health, Ministry of Agriculture or other drug regulatory authority 
responsible for registering medicines and ensuring a safe drug supply in the host country and 
ensuring a safe drug supply.  If a medicine is not specifically approved for importation into the 
country or is not registered in the country for use, it may be embargoed in customs and 
prevented from entering the country which may adversely impact USAID/OFDA programs  
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Request for Approval to Purchase Pharmaceuticals   
 
The following commodities are USAID/OFDA restricted goods.  As such, partners must submit a 
formal request for approval to purchase any of these commodities: 

• Essential medicines – human or veterinary 
• Long Lasting Insecticidal Nets (LLINs) 
• Oral Rehydrating Salts (ORS). 

 
Please submit your request on your organization’s letterhead. The request should not exceed 2 
pages. You may use the following template in order to submit your request. 
 
[Insert NGO/organizational letterhead] 
 
Ref:  [name of your NGO/organization] hereby requests approval to purchase non-US FDA 
approved essential medicines for our program [insert program title] in [insert country]. 
 
 
Dear [USAID/OFDA Disaster Operations Specialist], 
 
Background: [Include a short statement of what you are attempting to accomplish with this 
program] 
 
To ensure sufficient supplies of medications needed to treat [list the medical conditions that will 
be treated], [name of NGO/organization] proposes to use USAID/OFDA funds to purchase 
essential medicines, from [insert name and address of wholesaler].   
 
[Note: USAID/OFDA has recognized a number of international pharmaceutical wholesalers 
consistently able to provide safe, effective and quality essential medicines and other medical 
commodities.  Please consult the OFDA Pharmacist to obtain the most current list]. 
  
Attached is a list of the essential medicines required for this program.  [You may attach a 
complete list of the essential medicines needed or use the template (Annex D).  Information 
must include: name of medication, strength / dose, quantity, intended use within the scope of 
the program, unit cost, extended cost, and total cost.  If a WHO-recognized kit is being 
requested, e.g. an Interagency Emergency Health Kit (IEHK) the contents list does not need to 
be provided]. 
 
Justification: [Include the number of people you intend to treat and the diseases for which they 
will be treated]   “We intend to purchase these medical commodities from [name of wholesaler, 
address] because…”  [Please include an explanation of why this wholesaler was selected, 
previous history of purchasing medicines through this wholesaler, availability of commodities, 
etc.]  
 
[If the pharmaceutical wholesaler is not a USAID/OFDA pre-approved pharmaceutical 
wholesaler, refer to the instructions for providing supporting documentation to allow evaluation 
of the wholesaler.  Note that this process may require weeks or months depending on the 
responsiveness of the wholesaler.  No funds may be authorized to purchase pharmaceuticals 
from a non-qualified wholesaler]. 



 
[In addition, assure USAID/OFDA that the national Ministry of Health (MoH) or other responsible 
government body has approved the NGO to import the required essential medicines into the 
country without imposition of duties, fees, handling charges etc.  Generally this may be 
accomplished through attaching a signed letter on letterhead from the Ministry in the host nation 
responsible for pharmaceuticals (MoH, Customs, etc.) as a separate annex]. 
 
 
Sincerely, 
 
 
[Insert Signature and Date] 
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Request for Approval to Purchase Pharmaceuticals   
 
The following commodities are USAID/OFDA restricted goods.  As such, partners must submit a 
formal request for approval to purchase any of these commodities: 

• Essential medicines – human or veterinary 
• Long Lasting Insecticidal Nets (LLINs) 
• Oral Rehydrating Salts (ORS). 

 
Please submit your request on your organization’s letterhead. The request should not exceed 2 
pages. You may use the following template in order to submit your request. 
 
[Insert NGO/organizational letterhead] 
 
Ref:  [name of your NGO/organization] hereby requests approval to purchase non-US FDA 
approved essential medicines for our program [insert program title] in [insert country]. 
 
 
Dear [USAID/OFDA Disaster Operations Specialist], 
 
Background: [Include a short statement of what you are attempting to accomplish with this 
program] 
 
To ensure sufficient supplies of medications needed to treat [list the medical conditions that will 
be treated], [name of NGO/organization] proposes to use USAID/OFDA funds to purchase 
essential medicines, from [insert name and address of wholesaler].   
 
[Note: USAID/OFDA has recognized a number of international pharmaceutical wholesalers 
consistently able to provide safe, effective and quality essential medicines and other medical 
commodities.  Please consult the OFDA Pharmacist to obtain the most current list]. 
  
Attached is a list of the essential medicines required for this program.  [You may attach a 
complete list of the essential medicines needed or use the template (Annex D).  Information 
must include: name of medication, strength / dose, quantity, intended use within the scope of 
the program, unit cost, extended cost, and total cost.  If a WHO-recognized kit is being 
requested, e.g. an Interagency Emergency Health Kit (IEHK) the contents list does not need to 
be provided]. 
 
Justification: [Include the number of people you intend to treat and the diseases for which they 
will be treated]   “We intend to purchase these medical commodities from [name of wholesaler, 
address] because…”  [Please include an explanation of why this wholesaler was selected, 
previous history of purchasing medicines through this wholesaler, availability of commodities, 
etc.]  
 
[If the pharmaceutical wholesaler is not a USAID/OFDA pre-approved pharmaceutical 
wholesaler, refer to the instructions for providing supporting documentation to allow evaluation 
of the wholesaler.  Note that this process may require weeks or months depending on the 
responsiveness of the wholesaler.  No funds may be authorized to purchase pharmaceuticals 
from a non-qualified wholesaler]. 



 
[In addition, assure USAID/OFDA that the national Ministry of Health (MoH) or other responsible 
government body has approved the NGO to import the required essential medicines into the 
country without imposition of duties, fees, handling charges etc.  Generally this may be 
accomplished through attaching a signed letter on letterhead from the Ministry in the host nation 
responsible for pharmaceuticals (MoH, Customs, etc.) as a separate annex]. 
 
 
Sincerely, 
 
 
[Insert Signature and Date] 
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Fillable Spreadsheet for Listing Human and Veterinary Pharmaceuticals 
 

NGO Name:      

Program Title:     

Country:    

Date:     

       

Name of medicine, vaccine or 
material (generic name) 

Strength/ 
Dosage Form Intended Use* 

Quantity (number of 
units: bottles, vials 
etc.) 

Unit of Issue  
(Size of container) 

Unit 
Cost 
(USD) 

Total 
Cost 
(USD) 

1. Example: Amoxicillin Capsules 500 mg / capsule Treatment of upper 
respiratory infection 10 bottles  1,000 capsules per bottle $5.00 $50.00 

2.          $ $ 

3.          $ $ 

4.          $ $ 

5.          $ $ 

6.          $ $ 

Total         $ $ 
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Request to Use a Non-Pre-Qualified Pharmaceutical Wholesaler    
 
Implementing partners often wish to purchase pharmaceuticals from local sources using 
USAID/OFDA funds, i.e. non-prequalified pharmaceutical wholesalers.  This practice is 
problematic because the safety, efficacy and quality of the pharmaceuticals from these sources 
cannot be guaranteed.   
 
Please note: The collection and submission of the information required may add weeks if not 
months to the approval process, depending on the responsiveness of the wholesaler.  No 
USAID/OFDA funds for the purchase of human or pharmaceuticals may be awarded unless the 
wholesaler is approved. 
 
It is assumed that the implementing partner will approach USAID/OFDA prior to the submission 
of a proposal that includes pharmaceuticals to be sourced from a non-pre-qualified 
pharmaceutical wholesaler. 
 

1. In order to approve a non-pre-qualified pharmaceutical wholesaler – the 
following information must be provided: English language translations of all 
documents submitted: 
a. Complete address and contact information. 
b. Website if available. 
c. Product catalog and price list 
d. Organizational chart 

 List of principles and their titles. 
e. Government documents authorizing the sale of pharmaceuticals 

 Current license / permit. 
f. Quality assurance program SOPs 

 Identify individuals responsible for quality assurance of 
pharmaceuticals 

g. Explanation of how products are selected for sale. 
h. Is the wholesaler able to provide computerized invoices, packing lists with batch 

numbers and delivery notices? 
i. Is the wholesaler able to provide Certificates of Analysis for each batch of each 

medicine sold? 
j. Does the expiration policy allow a minimum of 12 months dating prior to 

expiration for all pharmaceuticals sold? 
k. Photographs of: 

 Exterior of warehouse 

 Signage 

 Delivery dock 

 Shipping dock 

 Storage areas 

 Windows 

 Cold storage  

 Temperature monitors 

 Shelving systems 
Pest control 
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USAID/OFDA Prequalified Pharmaceutical Wholesalers  

January 2014 
 
USAID/OFDA has recognized ten international pharmaceutical wholesalers as consistently able 
to provide safe, effective and quality essential medicines, and other medical commodities.   
  
These wholesalers are listed in alphabetical order and no endorsement is made of any 
particular wholesaler. 

1.  Action Medeor, Germany www.medeor.de/en/  
2.  AmstelFarma, Netherlands www.amstelfarma.nl  

3.  ASRAMES, Democratic Republic of Congo www.asrames.com/en/  
4.  CHMP Kenya, Kenya www.chmp-kenya.org 
5.  IDA Foundation, Netherlands www.idafoundation.org   
6.  IMRES, Netherlands info@imres.nl 
7.  Medical Export Group (MEG), Netherlands www.meg.nl   
8.  Mission for Essential Drugs and Supplies (MEDS), Kenya www.meds.or.ke 
9.  MissionPharma, Denmark www.missionpharma.com  
10. UNICEF, Denmark www.unicef.org 

Please note: The following commodities are USAID/OFDA restricted goods.  As such, partners 
must submit a formal request for approval to purchase any of these commodities. 
 

1. Essential medicines – human or veterinary 
2. Long Lasting Insecticidal Nets (LLINs) 
3. Oral Rehydrating Salts (ORS) 
4. Rapid Field Diagnostic Tests 

 

 
 

http://www.medeor.de/en/
http://www.amstelfarma.nl/
http://www.asrames.com/en/
http://www.chmp-kenya.org/
http://www.idafoundation.org/
http://www.meg.nl/
http://www.meds.or.ke/
http://www.missionpharma.com/
http://www.unicef.org/


 
 USAID/OFDA Proposal Guidelines 

  Pesticide Annex A 
 
Request for Approval to Purchase, Use and/or Distribute Long Lasting 
Insecticide Treated Nets (LLINs) 
 
[Insert NGO letterhead] 
 
Ref.: “Name of NGO making request” request for approval to purchase, or use and/or distribute 
Long Lasting Insecticidal Treated Nets (LLINs) for program ("program title") in ("country"). 
 
Dear (Name of USAID/OFDA Disaster Operations Specialist), 
 
We request approval to purchase and / or use Long Lasting Insecticidal Nets (LLINs) for our 
program (insert program title) in (name of country).  We intend to (purchase, accept, use, or 
distribute) (quantity of LLINs), (brand or name of net to be accepted, purchased or distributed, 
from (name and address of supplier), at a cost of (USD amount) each.  The total amount 
budgeted for LLINs including transportation and distribution costs shall be (USD amount). 
 
Activity Description 
 
We intend use LLINs from (name and address of the wholesaler or supplier) because … (Why 
was this supplier chosen?  E.g. history, availability of commodities, cost savings, suitability to 
local conditions, product stewardship, etc.)    
 
Provide adequate information that the proposed LLINs are not manufactured or available in the 
US in sufficient quantities for rapid procurement and deployment to the targeted areas.   
 
The proposed LLINs are manufactured by WHO approved manufacturers and the pesticide(s) 
incorporated in the LLINs is (are) approved by host-country authorities for the same or similar 
use. 
 
[Please include the following sections in your letter]  
 
1. Procurement: The LLINs will be one or more of the following WHO approved and USAID 

recommended brands [Note: WHO has approved 11 (eleven) brands of LLINs, but 
USAID/OFDA recommends only the following seven (7) brands] 
 

Brand Manufacturer Cost in USD 

DawaPlus®  Tana Netting  

Duranet® Clarke Mosquito Control   

Interceptor® BASF   

Netprotect® Bestnet Europe (Intection)  

Olyset® Sumitomo Chemical   



PermaNet 2.0® Vestergaard Frandsen  

PermaNet 3.0® Vestergaard Frandsen  

 
2. Training and Communications: A critical part of LLIN activities is the training component. 

Training on the proper use, handling, storage and disposal of the LLINs must be provided 
to all beneficiaries, including those who handle and/or distribute the nets before distribution 
to increase the likelihood for nets to be effective over the proscribed life of the LLIN. 
Training must include the following components: 

 
a. Use: Printed insert materials will be distributed to all beneficiaries receiving 

LLINs. These materials will contain the basic instructions for the safe and 
effective use of the LLINs in the simplest language and pictorial representation to 
address different languages and literacy/numeracy competencies (please, 
provide the source(s) of the printed insert materials - manufacturer, WHO, MoH, 
NGO, etc.). 
 

b. Handling and Washing: When training on how to determine the useful life of the 
LLIN, frequency of washing and formation of holes must be addressed.  Training 
must be based upon manufacturers’ information and must emphasize that the 
nets be washed inland, away from biologically sensitive ecosystems (e.g., rivers, 
lakes, marshes) to reduce risk of pesticide contamination. 

 
c. Re-Use: Safe alternatives for re-use of LLINs at end-of-life might include non-

food packaging, ropes, non-food storage, window screening, fencing, and even 
continued use as a bed net until they stop serving as a physical barrier against 
mosquitoes or  a new LLIN is available. 

 
d. Disposal: Experience demonstrates that at the end of the LLIN’s useful life, 

community members will use nets in manners that are not recommended, i.e., 
fishing/seine nets and bridal garments, infant swaddling, etc. Please include 
information on the disposal procedures for LLINs that have reached the end of 
their useful life.  Preferred disposal is plastic recycling or safe incineration or 
sending them to a collection center if available. Locally existing options must also 
be assessed for the safe and proper disposal of LLINs and packaging materials.   

 
3. Monitoring of Effectiveness of Use: An ongoing monitoring program over the life of the 

program will be implemented to insure proper handling and use of the LLINs by 
the beneficiaries.  

 
4. Insecticide Resistance: The program will reach out to relevant Ministries of Health and/or 

UN entities (clusters) to participate in resistance monitoring at the country and/or regional 
level.  USAID/OFDA awardee project implementation will in all cases adhere to applicable 
host-country environmental laws and policies. 

 
 
Thank you for your consideration,  
 
[Insert your signature and title] 



Flight Approval Request Process 
 
Approval Process   
Please note that although an NGO may have budget lines for chartered transport in their awarded 
grants and agreements, the use of air transport must be approved each and every time. The approval 
process is managed through the RRF.  Any requests for charter must be sent directly to IOM/RRF for 
review and approval. Requesting charter approval through any office other than IOM/RRF will result in 
delays or non-approval.  There may be delays if the request is not submitted with the appropriate 
information.  
 
Blanket Waivers 
As a policy, IOM/RRF does not support blanket waivers for charter approvals unless there are 
extraordinary circumstances. If  an NGO feels as though it has a reason to request a blanket waiver, the 
NGO may do so through IOM/RRF, providing a specific time range for the approval, and compelling 
justification for the blanket waiver.  Please note: Using the justification “it takes too long to get 
approval” as a justification for a blanket waiver will not be accepted!  Blanket waivers are rare, so please 
do not plan around them. 
 
Long Term Service Contract  
If an NGO wants to establish a Long term service contract or agreement with a charter company, 
IOM/RRF has to approve the overall Long term service contract or Agreement as well as each individual 
flight. The information required for a long term service contract or agreement is the same as the 
information required for individual contracts. Long term service contract or Agreement will require 
more rigorous oversight by IOM/RRF.  
 
The Approval Process: 
IOM in coordination with USAID determines: 

• Whether a proposed charter (or a blanket approval for charter services) is eligible for RRF 
financing;  

• Whether the price/rate is fair and reasonable. 
 
IOM/RRF provides approval of the charter subject to subsequent receipt of a copy of the charter, signed 
by both parties.  
 
Timelines 
NGOs requesting a charter approval must select a window of no more than 15 days duration during 
which the flight will occur, and submit the following information regarding proposed charter(s) at a 
minimum one (1) week prior to the 15-day period in order to obtain approval. For a long-term service 
contract or Agreement, the requested information must be sent three (3) weeks prior to the beginning 
of the performance period of the contract or agreement. This gives the NGO opportunity to re-solicit for 
the service if the request is disapproved. 
 
Procurement Process 
The request shall include information on NGO’s procurement processes. IOM/RRF requires evidence 
that a thorough competition and evaluation has been performed by each of the NGOs for the required 
charter services. IOM/RRF wants to ensure that all services being approved are based on thoroughly 
vetted requirements and that proper contracting procedures are followed. 
 



In reviewing the proposal, IOM/RRF want to ensure the price for the service being requested is “fair and 
reasonable”. The simplest and most effective way to determine if a price is “fair and reasonable” is to 
ensure that there is adequate competition. Adequate competition will require NGOs send their RFP/RFQ 
to as many vendors as possible. It is understandable that some NGOs may have a preapproved list of 
vendors for air charter services. If an NGO has a preapproval list, the number of vendors on the 
preapproval list should be sufficient to help determine the fair and reasonableness of prices received. 
IOM/RRF may request information on the number of vendors on a preapprove list from individual NGOs 
to ensure competition is encouraged. Overall IOM/RRF encourages NGOs to work on increasing their 
approved pool of vendors. 
 
IOM/RRF’s approach in reviewing request is to make sure that NGOs have properly competed this work, 
encouraged competition, and that the awardee’s proposal provides the best value based on the 
requirements in the RFP/RFQ. 
 
NGOs are required to include the following information in their charter approval request: 
 

• Solicitation criteria utilize in the RFP/RFQ 
• Number of vendors who received the RFP/RFQ 
• Number of offers received from the industry 
• Evaluation data used for selection determination 
• Any other  relevant information used in determining the awardee  

 
Information on Awardee 

a. The name of vessel or air carrier  
b. Flag or registry of the conveyance  
c. Commodity description, and specific weight and cube measurements 
d. Date(s) of shipments or charter service dates 
e. Ports of loading/discharge 
f. Flight hours 
g. Cargo freight rate, fixed price and general terms for the charters, 
h. Contract demurrage/dispatch provisions, and 
i. The reasons why a charter is necessary, including but not limited to: 

• Why other means are not appropriate (trucking, barge, scheduled air freight services) 
• The length of time charters are necessary 
• Whether or not other supply chain changes are appropriate.  If other supply chain 

solutions are not appropriate, state why they are not appropriate. 
j. Approved contract between NGO and Vendor 

 
The requested information may be provided in an excel matrix or word format.  
 
For charter approval requests, please submit the above information in email format to: 
cburwell@iom.int; rrfsouthsudan@iom.int  

mailto:cburwell@iom.int
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