Terms of Reference for Office Space Requirements for CBM e.V in Kenya
Summary

	Assignment Title
	Office Space Search and Identification for CBM Kenya Country Office


	Country
	CBM e.V Kenya Country Office

	Assignment Purpose
	To identify and assess suitable office premises in Nairobi that meet CBM Kenya's operational, accessibility, security, infrastructure, and business continuity requirements for approximately 55 staff members. The assignment includes sourcing both a short-term solution and long-term solution for comparison and decision making
(a) Short term solution; Fully furnished Co-shared workspace  
(b) Long-term solution: Office facility that supports current operations and future organisational growth.

	Reporting Line
	Country Director (Technical Oversight) and Administration Officer (Administrative Coordination)

	Duration
	Fifteen (15) Working Days
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1. BACKGROUND

CBM Christoffel-Blindenmission Christian Blind Mission e.V. is an international Christian development organisation committed to improving the quality of life of persons with disabilities and other marginalised populations living in low-income communities, regardless of nationality, gender, or religion.

CBM e.V in Kenya is seeking suitable office premises in Nairobi and invites reputable real estate agents, property consultants and landlords to submit proposals for available options that meet the requirements outlined below. 

2. OBJECTIVES
The objective of this exercise is to identify office accommodation that:
Provides a safe, accessible, and professional working environment for approximately 55 employees.
Meets CBM's operational, security, accessibility, and infrastructure requirements.
Supports disability-inclusive access and participation.
Offers value for money and suitable lease arrangements.
Accommodates anticipated future organisational growth.  

3. SCOPE OF REQUIREMENTS

CBM seeks proposals under the following two categories:

3.1 OPTION 1: FURNISHED SERVICED OFFICE SPACE (SHORT TO MEDIUM TERM)

CBM is seeking fully furnished and serviced office accommodation within Nairobi, preferably in Westlands or surrounding commercial districts, to accommodate approximately 55 staff members.

Preferred Locations
· Westlands
· Riverside
· Kilimani/Lavington 
· Waiyaki Way Corridor
· Lower Kabete/Parklands corridor

Minimum Requirements
· Fully furnished and move-in-ready office space.
· Capacity for approximately 55 workstations.
· Flexible lease terms, preferably 3 to 6 months.
· Access to smaller meeting rooms.
· Access to at least one larger boardroom or training room accommodating approximately 55 participants.
· High-speed internet connectivity.
· Reliable backup power supply, including generator and/or UPS systems.
· Adequate air conditioning and ventilation.
· Professional property and facility management services.
· 24-hour security and controlled access.
· Adequate parking for staff and visitors.
· Easy accessibility through public transport.
· Accessibility for persons with disabilities, including: 
· Step-free access and/or ramps.
· Accessible washrooms.
· Passenger lifts where applicable.
· Accessible parking and circulation spaces.

Preferred Building Characteristics
· Office-only development or predominantly commercial office occupancy.
· Modern Grade A or Grade B office building.
· Proximity to development agencies, NGOs, embassies, government offices, and banking facilities.


3.2 OPTION 2: PERMANENT OFFICE RELOCATION (LONG-TERM LEASE)

CBM is also exploring options for a larger and more permanent office location in Nairobi to support its growing operations.

Staff Capacity
The office should comfortably accommodate approximately 55 employees, with flexibility for future growth.

Space Requirements
Agents are requested to propose suitable office spaces, preferably ranging between 3,000 and 3,500 Sq.ft, subject to layout efficiency and meeting room requirements.

The premises should include:
· Open-plan workspace for approximately 55 staff.
· Executive and management offices as required.
· Reception and visitor waiting area.
· Collaboration and breakout spaces.
· Kitchenette and staff welfare facilities.
· Storage and archive room.
· ICT/server room.
· Secured facility with all safety and security installations
· Adequate parking space
· Reliable backup power supply, including generator

Meeting and Conference Facilities
The premises should include, or be capable of accommodating:
· One large conference or training room with seating capacity for approximately 60 participants.
· Two to three smaller meeting rooms accommodating between 8 and 15 participants each.
· Boardroom facilities.
· Dedicated space suitable for hybrid meetings and video conferencing.

Accessibility Requirements
As an organisation committed to disability inclusion, CBM places significant emphasis on accessibility. The premises should provide:
· Step-free access throughout the building.
· Wheelchair-accessible entrances and circulation routes.
· Accessible washrooms.
· Passenger lifts compliant with accessibility standards.
· Accessible parking bays.
· Emergency evacuation provisions for persons with disabilities.

Building Infrastructure
· Reliable backup power supply.
· Adequate water storage and supply.
· High-speed telecommunications infrastructure.
· Fire safety systems compliant with Kenyan regulations.
· Professional property management services.
· 24-hour security and access control.
· Adequate parking for staff and visitors.

Preferred Locations
· Westlands
· Riverside
· Kilimani/Lavington 
· Waiyaki Way Corridor
· Lower Kabete/Parklands Corridor

Information to Prospective Real Estate Agents
· CBM will not pay brokerage or agency fees directly. Any commissions should be recoverable from the landlord or property owner in accordance with prevailing market practice.
· CBM may provide additional accessibility requirements and guidelines during the search process.
· CBM representatives will be available to accompany agents during site visits and property inspections.
· All proposed properties must comply with applicable Kenyan building regulations, health and safety requirements, fire safety regulations, and occupancy permit requirements.

For each proposed property, agents are requested to provide:
· Property name and address.
· Rental and service charge breakdown.
· Available office space (sqm).
· Floor plans and space layouts.
· Parking allocation.
· Accessibility features.
· Availability date.
· Lease terms.
· Photographs and/or virtual tours. 

4. DURATION AND SCHEDULE
The assignment shall be completed within fifteen (15 ) working days from commencement.

	Activity
	Duration

	Inception meeting and understanding requirements

	1 Day

	Market scan and identification of suitable properties (Short and long-term options)

	5-9 Days

	Coordination and scheduling of site visits
	3 Days

	Presentation of Findings
	1 Day

	Submission of final report and shortlist

	1 Day





5. CONSULTANT QUALIFICATION AND EXPERIENCE
 The consultant shall demonstrate:
· A minimum of five (5) years' experience in commercial real estate advisory, office space search, leasing, or property consultancy services.
· Proven experience in identifying and securing office premises for international organizations, NGOs, development agencies, embassies, corporate entities, or similar institutions.
· Good knowledge of Nairobi's commercial property market, particularly within Westlands, Parklands, Riverside, Waiyaki Way Corridor, and other prime commercial office locations.
· Experience in assessing office accommodation against operational, accessibility, security, and infrastructure requirements.
· Capacity to coordinate and facilitate property inspections and negotiations with landlords and property owners.

Mandatory Eligibility Requirements
· Company Profile
· Certificate of Incorporation or Company Registration Certificate. 
· Valid KRA VAT, PIN registration and valid Tax Compliance Certificate 
· Copy of Partnership Certificate if applicable
· Valid Business Permit/Single Business Permit. 

4. EVALUATION CRITERIA
· Proposed office premises will be assessed based on:
· Suitability of the premises for CBM's operational requirements.
· Compliance with accessibility requirements.
· Quality and condition of the building and facilities.
· Security arrangements.
· Availability of required infrastructure and utilities.
· Location and accessibility.
· Commercial competitiveness and value for money.
· Lease flexibility and occupancy timelines.



5. SUBMISSION OF PROPOSALS
Interested agents are requested to submit suitable options for both the furnished serviced office solution and the long-term office relocation option, including detailed property information and indicative commercial terms, by 19th October 2026.

Contact Person: Evelyne Muindi, email: procurement.nairobi@cbm.org 
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