
REQUEST FOR PROPOSAL  

(From Individual International Consultants or International Consultants from Firms) 

Date: 27 April 2012                                               

 

Country: Hanoi Vietnam 

Description of the 

assignment: 

International Consultant to develop Staff capacity development 

Strategy 

Period of 

assignment/services : 

Estimated six (6) working days (not necessarily consecutive days) in 

the period from May to June 2012. 

Submission should be sent by email to le.tuyet.sinh@undp.org  no later than:  09.00 hrs, 11 May  

2012 (Hanoi time). 

Any request for clarification must be sent in writing, or by standard electronic communication to the 

e-mail indicated above. Procurement Unit – UNDP Vietnam will respond in writing or by standard 

electronic mail and will send written copies of the response, including an explanation of the query 

without identifying the source of inquiry, to all consultants. 

 

1. Background information, Scope of work, responsibilities and description of the proposed 

analytical work and requirements for experience and qualifications are as attached Terms of 

Reference (Annex I) 

2. DOCUMENTS TO BE INCLUDED WHEN SUBMITTING THE PROPOSALS. 

International consultants who base in Ha Noi or are working in Ha Noi are highly encouraged to bid 

for this consultancy service. 

Interested individual consultants must submit the following documents/information to demonstrate 

their qualifications:  

¶ Technical Proposal : 

(i) Explaining why they are the most suitable for the work 

(ii) Provide a brief methodology on how they will approach and conduct the work. 

¶ Personal CV including past experience in similar projects and at least 3 references 

¶  Financial proposal with detailed cost break down using the below format 

 

  

mailto:le.tuyet.sinh@undp.org


3. FINANCIAL PROPOSAL 

Interested individual consultants with experience and qualification can make their own estimate of 

the time taken to complete the assignment in line with the TOR and use this estimate as the basis of 

the financial proposals to be submitted. All costs will be quoted in US dollars.  

The lumpsum offer covers all associated costs for the required service (fee, daily cost for 

accommodation and meals, travel cost, medical examination if required, visa fee, taxes etc) until 

satisfactory acceptance of the final outputs in the TOR as below breakdown table:  

Format of breakdown financial offer 

Description Unit cost No of days/missions Total amount 

Consultant fee    

Daily cost for accommodation, meals . . . (for 

consultants base outside of Vietnam) 
   

Travel cost ,visa fee (for consultants base outside 

of Vietnam) 
   

Tax and misc . ..    

Full medical examination from an UN-
approved doctor (required for consultants 
over 62 years old with travel to Vietnam) 

   

TOTAL:    

 
4. EVALUATION 

¶ Technical Criteria weight:  1000 points 

¶ Financial Criteria weight:  1000 points 

Technical Evaluation will base on the following criteria: 

Evaluation Criteria Maximum 
Points 

/ƻƴǎǳƭǘŀƴǘόǎύΩ ŜȄǇŜǊƛŜƴŎŜǎκǉǳŀƭƛŦƛŎŀǘƛƻƴ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ǎŜǊǾƛŎŜ 

1 
Graduate degree in human resource management, human development, capacity 
development, psychology, management, or related areas:  

 
- PhD degree 100 

 
- Master’s degree 80 

2 
Other relevant recognized qualifications  

50 

3 
Years of experience in people capacity development, especially experience in 
developing strategy/plans for people capacity development:  

 
- > 15 years 150 

 
- > 12 – 15 years 130 

 
- 10  - 12 years 120 

4 
Demonstrated expertise in people capacity development and strategy 
development (This is an overall assessment of expertise. It will look at 
qualification, experience, past products/achievements, and publication (if any)) 

200 



 
Experience with international organizations in public sector 

 

5 - With UNDP (and other international organizations) 50 

 
- With other international organizations only 30 

6 Understanding of Vietnamese/Asian culture and context 20 

7 Evidences of excellent written and spoken English 30 

 
Sub total 600 

Technical proposal 

1 Understanding of the objectives of the assignment 50 

2 
Understanding the difficulties/challenges of the tasks and proposed 
solutions/measures 

100 

3 Proposed approaches/methods to deliver the expected outputs 100 

4 Work schedule and planned delivery of products/outputs 50 

5 General feasibility and appropriateness of the proposal 100 

 
Sub total 400 

 
TOTAL: 1,000 

 
Only candidates obtaining a minimum of 70% of Technical weight would be considered for the 
Financial Evaluation. 
 
Maximum 1000 points will be given to the lowest financial offer and the other financial proposals 
will receive the points inversely proportional to their financial offers. i.e.  Sf = 1000 x Fm / F, in which 
Sf  is the financial score, Fm is the lowest price and F the price of the proposal under consideration.  
The weight of technical points is 70% and financial points is 30% of the obtainable points 
Individual consultants will be evaluated based on Cumulative analysis, the award of the contract will 
be made to the individual consultant whose offer has been evaluated and determined as: 
 
a) responsive/compliant/acceptable, and 

b) Having received the highest score out of a pre-determined set of weighted technical and 

financial criteria specific to the solicitation.  

5.  CONTRACT 

“Lump-sum” Individual Contract will be issued for Individual consultant 
“Lump-sum” RLA will be issued for consultant assigned by firm/institution/organization 
 
When the selected consultant is international and travelling to Vietnam is required, he/she is 
compulsorily required to complete the course (approximately 3-4 hours) on Basic Security on the link 
http://dss.un.org/bsitf/. Certificate obtained upon the course completion will be submitted to UNDP 
before the contract is issued. 
 
6. ANNEXES: 

ANNEX 1- TERMS OF REFERENCES (TOR)   
ANNEX 2- INDIVIDUAL CONSULTANT GENERAL TERMS AND CONDITIONS by visiting 
http://www.undp.org.vn/digitalAssets/23/23724_General_Conditions_-_IC.pdf 

http://dss.un.org/bsitf/
http://www.undp.org.vn/digitalAssets/23/23724_General_Conditions_-_IC.pdf
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