
Annex “A” 

Terms of Reference 

Provision of Transport Services to UNHCR offices in Iran  

 

UNHCR Office in Tehran intends to enter into a framework agreement with one or more 
service providers to fulfill its transportation needs. Initial duration of the framework 
agreement is three years with possibility of two years (1+1 years) extension based on 
satisfactory performance and availability of fund. 

 

1. Scope of work and the required services 
 

The contractor is required to provide passenger transportation services to different 
destinations inside and outside the cities as and when required. The solicited services also 
include rental of the vehicles with drivers on hourly, daily, and monthly basis. The number of 
requests per each specific timeframe may vary depending on the available needs. 
 

Some noteworthy information: 

• The transportation services will be required throughout the week including on holidays 
and weekends. 

• There are, some frequently demanded trips and routes from/to UNHCR premises that 
should also be considered in the service package. 

• Transportation services for private use by UNHCR staff members is also part of this 
agreement. 

 

Important note: 
The company should provide a 24/7 reachable telephone contact to UNHCR for placing 
requests. 
Service providers who can provide internet-based ordering methods i.e., via web or 
application, are requested to indicate it in their proposal. 
 
Please use the financial forms annexed to RFQ for provision of your financial offers for Sedan, 
4WD, Van and Bus vehicles. A company can provided an offer for any of the vehicle type. 
 
2. Drivers 

 

Minimum qualifications of the drivers: 

• Drivers assigned by the contractor must have a valid Iranian driving license required 
for the vehicle type used. 

• Basic English communication skills of the drivers are considered as an asset  

• Drivers must possess basic technical and regular maintenance knowledge of vehicles. 

• Drivers must maintain high standards of personal hygiene. This includes the items 
recommended by health authorities during any influx or pandemic. 

• Company must ensure the drivers are physically fit and have valid medical certificates. 

• The drivers should always observe the rules of the road and have basic courtesy to 
passengers, fellow motorists, and road authorities. 

• No smoking is allowed in the vehicle.  

• Uniform dressing of the drivers is considered as a plus 



 
 

3. Specifications of vehicles 
 

• The service providers are requested to quote for Hybrid and / or Fuel cars as available.  
      Important note: 

Where provision of both types is possible, two separate quotations should be 
submitted with inclusion of all items under Article (7) Fare and Billing in each. 

• The vehicles provided should have valid registration with the authorities at the Traffic 
Police. 

• The vehicles should have valid periodic motor vehicle inspection   

• The trips can be rendered by sedan vehicles. Possibility of provision of Hybrid SUV 
vehicles for trips between the cities is considered as an asset. 

• The vehicles should be equipped with first aid kits, fire extinguisher, mobile charger 
facility etc. 

• The vehicles should be in good running condition and not be more than 7-year age, 
with clean interior and good upholstery fitted with safety belts and working air 
conditioners. 

• Possibility of Vehicle tracking service is considered as a positive value 

• Uniformity of the vehicles is an asset 
• Provision of bus and or van when needed for travel within the city and as well as travel to 

filed in the other provinces within the country  

 
4. Operational area of Service provision 

 

Tehran province is the main area of operation. However, trips to the locations/cities outside 
Tehran province are also meant to considered by the service provider 
 
5. Responsibilities of the service provider 

 

• The transportation service provider will be responsible to ensure that the cars 
provided to UNHCR are in good working conditions. In an event of dysfunctionality of 
vehicle while providing service to UNHCR, the replacement arrangement must be done 
without any delay by the contractor. 

• The service provider is responsible to fuel the provided vehicles. UNHCR will NOT pay 
any cost for the consumed fuel. 

• The service provider must ensure all vehicles have valid third-party insurance at a 
sufficient level.  

• The regular and/or ad-hoc service, maintenance and repair of the vehicles are the sole 
responsibility of the service provider and UNHCR will NOT pay any cost for such 
services including the items and consumables used for that if any. 

• The service provider is responsible for any car accidents which may occur during the 
rental period and UNHCR holds no liability with respect to that. This includes the time 
and work required for the respective legal/official processes and the damages to the 
vehicle and the third parties involved if any. 

• In your offer, please indicate if your company operates in the cities of Tehran, Mashad, 
Kerman, Esfahan and Shiraz. Bidders can provide an offer for all or any of the location (s) 
in Tehran, Mashad, Kerman, Esfahan and Shiraz.  

 



 

6. Order of vehicles  
 

The transportation request to the service provider will be initiated by UNHCR through 
telephone call and/or Internet. The UNHCR Tehran fleet manager and/or their back-up is the 
only authorized UNHCR person to place order for the transportation services for the official 
use. Individual UNHCR staff members will be able to place individual orders for the private 
use. The invoice for private orders should be submitted to/paid by the requester after the 
service is rendered.  Please refer to Article (7) for the billing requirements. 
 
7. Fares and Billing 
 
 

The service provider should provide monthly invoice reflecting all details on the ordered trips 

including vehicle specifications, routes, and the passenger names. 

The company should provide the hourly, daily, and monthly unit prices in the financial 
proposal in line with below details: 

 

Hourly rentals 
 

- The hourly fare is to be calculated from the moment the driver arrives at the 
embarkation point to the time the passenger(s) are dropped off. 

- Hourly rentals of less than one hour are calculated one hour.  

- The additional cost for night-time and or peak time service, if any, should be 
indicated in the financial proposal 

 

Daily rentals 
 

- The minimum daily rental period is 9 hours, and the starting time can be from 
07:00AM to 09:00AM 

- When the daily rental period surpasses 9 hours, the exceeding amount will be 
calculated proportionally to the daily cost. 

 

Weekly rentals 
 

- UNHCR working days in Iran are from Sunday to Thursday and the same is to 
be considered by the service provider as working days. 

- When extra service is required to be rendered during the weekends (Fridays 
and Saturday), the extra days are calculated proportionally to weekly cost. 
 

Monthly rentals 
 

- UNHCR working days in Iran are from Sunday to Thursday and the same is to 
be considered by the service provider as working days. 

- When extra service is required to be rendered during weekends (Fridays and 
Saturday), the extra days are calculated proportionally to monthly cost. 

 
 

Predefined routes  
 

The service providers are requested to quote for Hybrid and / or Fuel cars as available. 
Where provision of both types is possible, two separate quotations should be submitted 

with inclusion of all items under this article. 
 



The service provider should also include the separate fare for below routes in the financial 
proposal: 

- UNHCR Tehran premises to IK Airport and opposite direction 

- UNHCR Tehran premises to Mehrabad Airport and opposite direction 
Note: 
The additional cost for night-time and or peak time service, if any, should be 
indicated in the financial proposal 

 
Billing for private services: 
 

The UNHCR Tehran fleet manager is the only authorized UNHCR person to place order 
for the transportation services for the official use. Individual UNHCR staff members 
will be able to place individual orders for the private use. The invoice for private orders 
should be submitted to/paid by the requester after the service is rendered. 
 

Important note: 
 

The selected service provider will be required to maintain their quoted price for the 
duration of the Frame Agreement.   
When there is a new tariff announced by the respective authorities1, the fares can be 
increased, and the frame agreement amended correspondingly. Given the fact that the 
announced increase percentages sometimes have a floor and ceiling levels, the 
selection modality should be defined and maintained during the period of the 
framework agreement by the service provider. 
 

8. Rental Company obligations 

• Ensure that the required transportation services are duly provided to UNHCR in a 

timely manner, and in line with the received order of vehicles.   

• Provide accurate information on the fleet and description of capacity to provide the 

transportation services. 

• Ensure that the drivers are adherent to the clauses mentioned in the Article (2) 

(Drivers) 

• Ensure that duration of all trips and logbooks are duly verified by UNHCR Fleet 

manager.   

• Ensure that all vehicle that are provided to UNHCR for transportation services have 

valid insurances. 

• The service provider is responsible for payment of salaries, entitlements, and other 

benefits to their drivers. UNHCR holds no responsibility with respect to the any 

payments envisioned for the drivers. 

• Ensure that all drivers assigned to provide transportation services to UNHCR are duly 

trained on their responsibilities and provide services to the best standards of conduct. 

• Ensure that drivers are well dressed and are conversant with traffic rules/regulations. 

• Assigning one focal person for accepting and arranging UNHCR transportation 

requests. Focal point’s knowledge of English is considered as an asset. 

 
1 Road Maintenance and Transportation Organization and Taxi Organization are the authorities that governing 
the fares for urban and road travels and will be considered as the reference for price changes 



 

9. Definition of Terms: 

• Contractor / Service provider: The Company, Firm or Institute that is contracted to 
provide the transportation service to UNHCR 

• Passenger(s): Staff members, affiliated workforce, guests, people working for UNHCR 
partners, and UNHCR persons of concern 

• Vehicle: The cars defined in “Specifications of vehicles” clause of this documents 

• Driver: Person who carries out the driving services as defined in article (2) of this 
document 

• Fleet manager: The UNHCR staff member(s) responsible for ordering the vehicles, 
managing the contract and communications with the contractor 

• UNHCR Premises: Any UNHCR establishments, including but not limited to Offices, 
Warehouses, Guest houses, Camps, and transit centres, etc. 

• Persons of concern (PoC): A person of concern is any individual whom UNHCR may 
consider as refugee, internally displaced person (IDP), asylum- seeker, or stateless 
person. 

 

 

 


