RHB&

Ver.01

TENDER NOTICE :

Appointment of Service Provider for CATERER FOR RHB ACADEMY for the year of
2025 to 2027 (3 years)

Self-Registration Closing Date : 18™ April, 2025

Self-Registration Link (Required for new vendor only) :

https://www.rhbgroup.com/malaysia/group-procurement

Please proceed to perform supplier self-registration if the following requirements are met:

1.
2.
3.
4.

Minimum company paid up capital and shareholder fund of RM200,000.

Preferably with past experience with at least 1 financial institutions & 1 corporate companies

Minimum 3 years of operation

Mandatory requirements:

a)

b)

c)

d)

f)

Vendor Experience & Recognition
a. Vendor should able to maintain the pricing for 3 years. — See: COMMERCIAL TEMPLATE
b. To submit all below documents:
i. Company’s operating license
ii.  Company’s quality certification (ISO9001)
iii. Company achievement / recognition certification
iv. Clarification on the scope of service allowed under the license.
V. List of branch available nationwide
Network Coverage
a. Vendor to state the region able to cover (RHB Academy/ RHB Centre-HQ/ Others)
Able to provide Scope of Work below:
a. EPF/KWSP deduction of employee is required
b. Vendor to commit 8 hours’ weekdays operation (exclude lunch hour) for the assigned location
c. See: GENERAL REQUIREMENTS FOR CATERER FOR RHB ACADEMY
Manpower & Support
a. To establish mobile team to support day to day
b. Operation if existing worker is on leave/mc/resign
c. See: GENERAL REQUIREMENTS FOR CATERER FOR RHB ACADEMY
Equipment
a. To maintain the kitchen at RHB Academy, Bangi
b. See: GENERAL REQUIREMENTS FOR CATERER FOR RHB ACADEMY
Indemnity

a. Tenderers must follow and agreed all RHB Banking Group (RHB Academy) requirements.
High Level Scope

1) Professionalism in servicing and able to meet tight deadline during critical situations.
2) Equipped with strong helpdesk setup with tracking mechanism to smoothen two-ways communication
between vendor and complainant.


https://www.rhbgroup.com/malaysia/group-procurement

RHB&

3) Responsive for enquiries, requests and complaints lodged by RHB Academy team on meal
arrangement/coordination and other related services.
4) Coverage of below entities:
a. RHB Bank Berhad
b. RHB Investment Bank Berhad
c. RHB Islamic Bank Berhad
d. RHB Insurance Berhad
e. Others—as requested by RHB Academy.
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COMMERCIAL TEMPLATE
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COMMERCIAL TEMPLATE



Vendor is to propose menu composition for each package (if differs from the sample given).  



MENU for TRAINEE PARTICIPANTS

a)	Trainee staying in Hostel – All meals

b)	Trainee NOT staying in Hostel – Lunch and 2 tea breaks



Menu price: Full Board

		No.

		Food Description

		Price (RM)



		BREAKFAST 

		



		1

		Hot Drinks (Coffee and/or Tea)

		



		2

		Fruit Juice (Orange, Lemon, etc.)

		



		3

		3 main dishes (Nasi Lemak, Mee Goreng, Roti Canai, etc.)

		



		4

		2 side dishes (Curry Puffs, Kuih, etc.)

		



		



		TEA BREAK (Morning) 

		



		1

		1 type of Kuih

		



		2

		1 type of Mee/Meehoon/Kuey Teow/Nasi Goreng/Pasta Goreng

		



		3

		Coffee, Tea (with sugar & creamer) and Teh Tarik/Nescafe

		



		4

		Mineral water for trainers

		



		5

		1 type Mints

		



		



		LUNCH 

		



		1

		Rice

		



		2

		4 main course

		



		3

		Salad

		



		4

		Ulam-ulaman

		



		5

		2 types of Fruits

		



		6

		1 type of Soup/Bubur Manis (Bubur Kacang, Bubur Pulut Hitam, etc) 

		



		7

		3 types of Hot Drinks

		



		8

		1 type of Cordial

		



		9

		Special Desset every Friday

		



		



		TEA BREAK 

		



		1

		2 types of Kuih/Pastry/Cake

		



		2

		Coffee, Tea (with sugar & creamer) and Teh Tarik/Nescafe

		



		3

		Mineral Water for Trainers

		



		4

		1 type Mints

		



		



		DINNER 

		



		1

		Rice

		



		2

		2 main dishes

		



		3

		1 Vegetable Dishes

		



		4

		2 types of Ulam

		



		5

		1 type of Soup/Bubur Manis (Bubur Kacang, Bubur Pulut Hitam, etc)

		



		6

		Cordial Drink

		



		7

		Teh Tarik

		



		8

		Fruit Platter

		



		



		RAMADHAN PACK

		



		1

		Rice

		



		2

		4 main course

		



		3

		Fruits

		



		4

		1 type of Bubur Manis

		



		5

		2 types of Kuih

		



		6

		Kurma

		



		7

		1 mineral water

		



		8

		1 can/packet drink

		



		9

		Packaging

		



		IFTAR/BUKA PUASA

		



		1

		Rice

		



		2

		2 main dishes

		



		3

		1 Vegetable Dishes

		



		4

		2 types of Ulam

		



		5

		1 type of Soup/Bubur Manis (Bubur Kacang, Bubur Pulut Hitam, etc)

		



		6

		Cordial Drink

		



		7

		Teh Tarik

		



		8

		Fruit Platter

		



		9

		1 type of noodle

		



		10

		2 types of Kuih

		



		11

		Kurma

		



		

		

		



		SAHUR

		



		1

		Rice

		



		2

		2 main dishes

		



		3

		1 Vegetable Dishes

		



		4

		2 types of Ulam

		



		5

		1 type of Soup/Bubur Manis (Bubur Kacang, Bubur Pulut Hitam, etc)

		



		6

		Cordial Drink

		



		7

		Teh Tarik

		



		8

		Fruit Platter

		



		9

		Kurma

		



		

		

		



		DELIVERY CHARGES (RHB CENTRE/MENARA AA/MENARA ICON/MYTR/CRYSTAL PLAZA



		1

		Per Trip (to and fro)

		



		

		Half Day Programme

		



		

		Full Day Programme

		



		

		

		









Refer to Appendix D for detailed menu for breakfast, tea breaks, lunch and dinner.

This menu is to be proposed by Vendor for a period of 4 weeks for the purpose of this tender.





** Please indicate N.A. if it is Not Applicable

UOM: Unit of Measurement





……………………………………………….

Authorized Signature & Company Stamp

Date:
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1. Introduction



1.1. Caterer is responsible for the delivery of catering services across RHB Academy training venues. Services are specifically to cater for participants and/or consultants attending training/event/workshop/meetings at the RHB Complex, Bangi. In addition to catering services at the RHB Complex, Bangi, catering is required at other locations such as below:



a) RHB Centre, Jalan Tun Razak

b) RHB Insurance, Menara ICON of Jalan Tun Razak

c) Menara AA

d) Any other locations required by RHB Academy.



2. Scope of Work



2.1. To operate, provide and maintain a high level service standard of refreshments and beverages to RHB Academy at these locations:



a) Classroom refreshment area at Level 3, OTC Block

b) Classroom refreshment area at Level 4, OTC Block

c) Classroom refreshment area at Level 5, OTC Block

d) Auditorium Lounge at Level 1, OTC Block

e) Executive Lounge Ground Floor, Cafetaria

f) Executive Lounge First Floor, Cafetaria

g) Any other locations as where and when required by RHB Academy.



3. Types of Servings



3.1. To serve only from Halal-certified food sources.



3.2. All selection of meals must adhere to the sensitivity of religions, ethnic group and/or dietary requirements.



3.3. To serve strictly ‘non pork, ‘non beef and non alcohol’ food range.



3.4. Caterer to also serve RHB Academy the following meals:



a) Breakfast

b) Light Breakfast (as when and where required by RHB Academy)

c) Morning tea break

d) Lunch

e) Afternoon tea break

f) Dinner

g) Supper (as when and where required by RHB Academy)

h) Ramadhan Pack (During Ramadhan month)

i) Any other meals required by RHB Academy (Branch, High Tea, etc.)

j) Vegetarian meals (egg/ non-egg) (as when and where required by RHB Academy)







4. 
Serving Schedule



4.1. Caterer to be able to PROMPTLY serve the refreshments and beverages for RHB   Academy as per the following schedule:



		Serving for

		Time



		a) Breakfast

		From 7.00 am to 8.30 am



		b) Light Breakfast

		From 7.00 am to 8.30 am (as and when required)



		c) Morning tea-break

		From 10.00 am to 11.00 am



		d) Lunch

		From 12.00 noon to 2.00 pm



		e) Afternoon tea-break

		From 2.00 pm to 4.00 pm



		f) Dinner

		From 7.30 pm to 9.00 pm



		g) Supper

		From 10.00 pm to 12.00 pm (optional/ by request only)



		h) Ramadhan Pack

		From 4.00 pm to 4.30 pm



		i) Iftar/ Buka Puasa

		From 6.30 pm to 8.00 pm



		j) Sahur

		From 4.30 am to 6.00 am







4.2. Any other schedule as and when requested by RHB Academy.



4.3. All meals must be served with timeliness, no later than the agreed timeline. 



5. Supervision



5.1 Caterer’s supervisor/stewards should be on-site not later than 7.30am to oversee the flow of its services.



5.2 Caterer to ensure an equivalent relief will be on standby on-site in the case where supervisor/stewards are not fit to work on a particular service day.



6. Staffing



6.1 Caterer are to present with the Catering Team Structure to RHB Academy as per below example:



Catering Operation Manager (“Manager”)











Venue Catering*

Supervisor

Catering Outlet*

Manager

Quality Control 

Officer























*Required at least (1) staff at RHB Complex, Bangi and RHB Centre, Jln. Tun Razak. 




6.2 Our objective is to provide our stakeholders with efficient, courteous and friendly service, accurate and helpful information, proactive and positive attitude. 



6.3 Caterer to ensure that sufficient numbers of staff is to be stationed at each location stated at point 1.0(a)(b)(c)(d) earlier as and where required by RHB Academy. Sufficient numbers of staff are to be allocated based on number of participants for the training. 



a) 0 – 99 total participants = at least two (2) staff

b) 100 – 150 = at least three (3) staff

c) More than 151 = at least four (4) staff

d) Any number of staff as where and when required by RHB Academy - as deemed appropriate by RHB Academy and caterer’s management



6.4 For RHB Complex, Bangi, caterer to ensure the sufficient numbers of staff is to be stationed at each location below: 



		Location

		No. of staff stationed at the location



		a) Classroom refreshment area at Level 3, OTC Block

		At least one (1) staff



		b) Classroom refreshment area at Level 4, OTC Block

		At least one (1) staff



		c) Classroom refreshment area at Level 5, OTC Block

		At least one (1) staff



		d) Auditorium Lounge at Level 1, OTC Block

		At least two (2) staff



		e) Executive Lounge Ground Floor, Cafetaria

		As deemed appropriate by caterer’s management 



		f) Executive Lounge First Floor, Cafetaria

		As deemed appropriate by caterer’s management 



		g) Any other locations as where and when required by RHB Academy.

		As deemed appropriate by caterer’s management 







6.5 Staff should be trained, professional, dependable and knowledgeable in the catering and services industry.



6.6 Staff also needs to be able to communicate effectively and knows how to handle and solve problems, if any. Be able to speak in English is a plus point. 



6.7 Staff need to be aware of their surroundings. Be observant of what is happening around and be in a position to provide assistance when required.



6.8 Staff needs to always be present at the serving locations at agreed times.



6.9 Staff to ensure correct equipment is in place and is clean and fully operational and sufficient amounts of food are available for service in each location/class.



6.10 Ensuring signage is correctly displayed for each location/class.



6.11 Ensuring signage is properly displayed for each menu (an additional dietary/allergy information is highly encouraged) 





6.12 Staff, who reports to the on-site supervisor/manager, has to be present at all scheduled locations to ensure that everything is in order and to manage onsite problems, if any. 



6.13 Manager to be involved and do site tours occasionally and able to resolve any problem (if any) immediately.



6.14 Manager to establishing product offers are compliant with agreed menu specification.



6.15 Manager to measure queuing time in each location. 



6.16 Manager to perform Quality Control at any time prior serving the food at RHB Academy at each location required by RHB Academy.



6.17 Caterer to ensure staff is well groomed and wears proper uniforms in accordance to their functions. Be well presented, clean and tidy.



7. Food & Beverages



7.1. Caterer to ensure that the food and beverages are prepared using fresh materials.



7.2. Caterer to also ensure that the food and beverages presented are at the best quality, tasty and to be served fresh always.



7.3. Caterer to ensure the menu includes healthy options among its variants.



7.4. Caterer to ensure hygienic practice while handling and presenting food and beverages.



8. Menu Design



8.1. Caterer needs to have a good knowledge of food, both how to prepare it and how to pair it. 



8.2. Caterer to prepare a 1-year projected menu lists/schedule. Menu/s to be audited by RHB Academy and to be approved by RHB Academy.



8.3. Confirmed menu/s to be submitted to RHB Academy on monthly basis. (By last week of each month for the following month training) 



8.4. Caterer to stick to confirmed menu by RHB Academy. RHB Academy has the right to change the suggested menu caterer whenever required.



8.5. Caterer to inform RHB Academy of any changes towards the menu. Caterer can only change the menu by agreement of RHB Academy.



9. Healthy Variants

 

9.1. Offer more grilled or baked options instead of frying.



9.2. Provide whole wheat pasta, brown rice, or wholemeal bread as alternatives to refined grains.



9.3. Make sure vegetables are prominent in the healthy options, whether as a main component or a side dish.



9.4. Provide options for sauces and dressings that are lower in fat and calories.



9.5. Use clear descriptions on the menu to indicate which options are healthier, perhaps with a symbol or a note.



10. Competency



10.1 Caterer have at least minimum of 2-years’ experience in handling food catering in Training Centre or equivalent. 



10.2 Caterer to be able to handle large crowds, with minimal supervision from RHB Academy.



10.3 Caterer to be able to cater for VIP and VVIP events, with minimal supervision from RHB Academy.



10.4 Caterer to be able to handle weekend programs and events with minimal supervision by RHB Academy.



10.5 Caterer to be able to handle ad-hoc programs as required by RHB Academy.



10.6 Caterer to be able to handle programs outside of Bangi Complex (limited to Klang Valley only) with minimal supervision by RHB Academy.



11. Equipment, Utensils and Tableware



11.1. Caterer must have a complete and presentable catering equipment, utensils and    tableware.



11.2. Caterer to ensure that all equipment, utensils and tableware are to be kept clean at all times.



11.3. Caterer to ensure that all equipment, utensils and tableware are safe to be used by clients.



11.4. Caterer to ensure that all equipment, utensils and tableware are always sufficient to cater RHB Academy’s trainings and events.



12. Meeting & Communication



12.1. RHB Academy to have at least once a month meeting with caterer for discussions and reviews.



12.2. Caterer’s manager needs to be present in all meetings alongside any two representatives.



12.3. Actions highlighted in the meetings for process improvement should be 	implemented immediately if reasonably easy to do so or with the agreed timeline.



12.4. In addition, to implement a platform/ channel for communication between RHB Academy and Caterer for any ad-hoc arrangements on queries on day of service. One admin should be assigned from each aside to manage the channel.  Suggested plan/ channel is WhasApp Group. 



13. Bookings



12.1 Caterer should follow up with RHB Academy on the following week’s refreshments booking every Fridays.



12.2 This has to be a weekly practice throughout the year of service.



12.3 In instances of ad-hoc programs, caterer should provide RHB Academy quotations prior to the programs.



14. Finance



13.1 Caterer to provide daily quotation latest on the last day of the week to RHB Academy. 



13.2 RHB Academy to prepare the breakdown on receipt of quotation on a weekly basis.  



13.3 Caterer to submit invoices to RHB Academy on weekly basis to ensure smooth payment refreshment process.



13.4 Caterer to ensure that invoices’ details and charges are tallied with RHB Academy’s weekly booking.



13.5 Caterer to open a Company Current Account with RHB Bank Berhad to allow prompt payment via auto-credit.
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