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INDIVIDUAL CONSULTANT PROCUREMENT NOTICE  

 

                                                                                                                               Date:   April 9th, 2018        

                                   

 

Duty Station:   Home based 

Description of the assignment: 12842 RSC 2018 SUSTAINABLE PALM OIL INITIATIVE -SENIOR 

STRATEGY AND PARTNERSHIP ADVISOR 

Project name: 00079521, Project No. 00089497 Green Commodities Programme 

Period of assignment/services:  30 working days within 5 Months 

Interested consultant´s should submit your proposal by email to adquisiciones.rclac@undp.org under 

REF. 12842 RSC 2018 SUSTAINABLE PALM OIL INITIATIVE -SENIOR, no later than April 20, 2018 at 3:00 

p.m. (UTC/GMT -5, Time of the Republic of Panama).  

  

Any request for clarifications must be sent in writing, by email to Adquisiciones.rclac@undp.org no later 

than April 16, 2018, COB (UTC/GMT-5, Time of the Republic of Panama).  Procurement Unit RSC LAC will 

respond 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, SUMMARY OF KEY FUNCTIONS, KEY RESULTS EXPECTED, COMPETENCIES AND 

QUALIFICATIONS.  

   

For detailed information, please refer to Annex 1 – Terms of Reference  
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2. DOCUMENTS TO BE INCLUDED WHEN SUBMITTING THE PROPOSALS  

Interested Individual consultants must submit the following documents duly identified in one or 

more PDF files (MAXIMUM 4MB BY MAIL) duly signed. 

2.1 Proposal IN ENGLISH:  Letter of interest, signed explaining why you are the most suitable 

consultant for the work.   
  

2.2 Workplan or Methodology.  

2.3 Financial proposal: (Mandatory) The standard Letter of Confirmation of Interest and 

Availability supported by a breakdown of costs, which you must complete, sign and submit to UNDP 

(Use form in Annex 2).  

The financial proposal shall specify a total lump sum amount in US Dollars(do not include travel 

expenses), and payment terms around specific and measurable (qualitative and quantitative) 

deliverables (i.e. whether payments fall in installments or upon completion of the entire contract). 

Payments are based upon output, i.e. upon delivery of the services specified in the TOR.  In order to 

assist the requesting unit in the comparison of financial proposals, the financial proposal will include 

a breakdown of this lump sum amount (including number of anticipated working days), use the 

breakdown of costs supporting the financial proposal form annex 2 

  

Travel;  

Travel expenses will be paid separately In the case of unforeseeable travel, payment of travel costs 

including tickets, lodging and terminal expenses should be agreed upon, between the respective 

business unit and Individual Consultant, prior to travel and will be reimbursed. In general, UNDP should 

not accept travel costs exceeding those of an economy class ticket. Should the IC wish to travel on a 

higher class he/she should do so using their own resources.  

2.3 P11 form  Including past experience in similar projects ( see the TORs) and at least 3 professional 

references (please make sure to include email, phone number of each).  

2.4 Beneficiary:  Personal information as name, address, ID, phone number of a beneficiary in case of 

death during the consultancy.  Documents to certify this info will be required in case you were selected 

for the consultancy.   Please do not include beneficiaries under legal age or minors.  

2.5 Curriculum vitae  

2.6 Copy of Passport or Identification document. 

 

 
         

http://www.regionalcentrelac-undp.org/images/stories/procurement/P11%20Form.doc
http://www.regionalcentrelac-undp.org/images/stories/procurement/P11%20Form.doc
http://www.regionalcentrelac-undp.org/images/stories/procurement/P11%20Form.doc
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Other Instructions:   

-Email size should not exceed  4 MB. Please do not use transfer softwares (i.e. WeTransfer or 

Dropbox) 

-If you are a former United Nations staff, kindly indicate so in your introductory email or letter. 

-If you are a government official, please note you´ll be required to submit a no-objection note and 

other documents.  

_ Individual contractors whose assignments require travel and who are over 62 years of age are 

required, at their own expense, to undergo a full medical examination, including x-rays, and obtain 

medical clearance from a UN-approved doctor prior to taking up their assignment. 

- Where there is no UN office nor a UN medical doctor present in the location of the individual 

contractor prior to travel, the individual contractor may choose his/her own preferred physician 

to obtain the required medical clearance. 

 

4. EVALUATION   

  

ANNEXES  

ANNEX 1- TERMS OF REFERENCES (TOR)   

ANNEX 2- OFFEROR’S LETTER TO UNDP  

ANNEX 3- MODEL INDIVIDUAL CONSULTANT CONTRACT  

ANNEX 4- GENERAL CONDITIONS OF CONTRACTS FOR THE SERVICES OF INDIVIDUAL CONTRACTORS  

 

ANNEX 5- EVALUATION MATRIX 
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ANNEX 1 
 

 

UNITED NATIONS DEVELOPMENT PROGRAMME 

 

 

 

 

TERMS OF REFERENCE  

 

 

CLUSTER: Sustainable Development Cluster 

 

A. GENERAL INFORMATION 
 

 

Title: Sustainable Palm Oil Initiative -Senior Strategy and Partnership Advisor 

Project:  Award No.: 00079521, Project No. 00089497 Green Commodities Programme  

Type of Contract: Individual Contract 

Direct Supervisor: GCP Global Head and Indonesia SPOI National Project Manager  

Duty Station: Home-based  

Estimated Start Date: April  2018 

Duration: 30 working days within 5 Months 

 

B. PROJECT DESCRIPTION OR BACKGROUND 
 

UNDPs mission is to be an agent for change in the human and social development of Indonesia. We aim to be a bridge between 

Indonesia and all donors as well as a trusted partner to all stakeholders. UNDP works in environmental management, and part 

of the work is working in the palm oil supply chain.  

Indonesia is one of the world’s largest producers of palm oil and has received much attention in recent years particularly from 

the global community concerned about the sustainability of palm oil production. In response, the Government of Indonesia is 

taking steps towards building a greener economy that promotes growth, equity, improved livelihood and environmental 

integrity.  
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As part of the Green Commodities Programme, and to promote sustainable palm oil production and operation in Indonesia, 

the Ministry of Agriculture, UNDP and several multinational companies have launched the Sustainable Palm Oil Initiative (SPOI). 

The SPOI aims to improve the capacity of palm oil smallholders and conserve natural resources together with the Government 

of Indonesia’s Sustainable Palm Oil (ISPO) system. 

The SPOI is managed by a National Project Manager. One of the key activities underneath SPOI is working to facilitate a 

government led-multistakeholder forum (FoKSBI) to develop, formalise and then support in the implementation of a Sustainable 

Palm Oil National Action Plan (NAP, or RAN-KSB).  

The Director General of Estate Crop at the Ministry of Agriculture has stated that the forming of the Indonesian Sustainable 

Palm Oil Forum or FOKSBI demonstrates that all players - government, private sector, NGOs, business associations, and 

smallholder associations - have the same strong determination to create a more sustainable Indonesian palm oil industry from 

the social, economic and environmental point of view. The Director General believes that the National Action Plan (NAP) has 

been developed at the right time, considering that the government has a target that by the year 2020, at least 70 percent of 

Indonesian palm oil is to be certified sustainable. 

The Indonesian government believes that as the global leader of palm oil production, Indonesia has a significant role in ensuring 

a sustainable product for consumers around the world. It is also a national sector that must be carefully managed and closely 

guarded for generations to come.  

The Coordinating Ministry of Economic Affairs believes the National Action Plan (NAP) is intended to be one of the initiatives 

that will play a role in transforming the sector, as it will support in coordinating much of the ongoing programs and initiatives 

focusing on developing a more sustainable palm oil sector. The NAP has just finished a lengthy consultation process and is now 

being updated and discussed for the penultimate version before a government-led Steering Committee agrees to the definitive 

version and on the applicable legal instrument to be promulgated, taking all factors into account.  

SPOI has recently expanded its scope of work beyond the NAP, thanks to new funding opportunities. It includes strengthening 
smallholder farmers support systems and landscape level land use planning. It also has a strong component of knowledge 
creation and dissemination inherent within the goals. The Good Growth Partnership, funded by the Global Environment 
Facility, is a global partnership program on Reducing Deforestation through Commodity Supply Chains and is supporting the 
further growth and development of SPOI.  
 

C. PURPOSE 
  

A first consultancy took place over 10 days in March 2018 to propose a modified result framework for SPOI, detail the 

necessary next steps to revise and finalize the Project Document, and make recommendations on strategic planning and 

actions for managing growth and SPOI´s development, including a suggested SPOI management structure and organogram.  

The SPOI team is now seeking specific support from a qualified individual to provide further strategic advice to SPOI on 
managing growth, effective programme implementation and partnerships, building on the outcomes of the previous 
consultancy described above.  
 

D. SCOPE OF WORK  
 
The Consultant is to work over an initial five-month period to:   

1) Provide continued strategic advice and support to the SPOI and the GCP global teams to refine and/or flesh out, and 
adopt the recommendations made by the previous consultancy, as well as those to be recommended by this one. This 
may include supporting the team with international donors’ engagement. 
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2) Undertake a series of meetings with key people involved in the NAP and its implementation to provide more 
guidance on NAP implementation. 

3) Based on above and additional interviews with the SPOI team, develop a strategy for NAP implementation. This 
strategy should include a clear work plan for improving stakeholder analysis and engagement, two basic but enticing 
Concept Notes on the NAP including approach, strategies, and action plans for international donors and private 
sector to directly support the NAP (financially or through supporting the implementation of actions in the NAP), as 
well as a further recommendation and a clear workplan for making the SPOI team structure fit for purpose to deliver 
on this strategy. 

4) Review and propose recommendation and actions on how national level work links to and supports jurisdictional 
activities, particularly those of SPOI partners and where SPOI partners are operating. 

5) Provide regular bi-weekly briefings and updates to SPOI Management and/or global GGP.  

 

 

E. EXPECTED OUTPUTS / DELIVERABLES 
 

 

1. A NAP Implementation Strategy including Concept Notes for (a) Donor and (b) Private Sector to directly or financially 

support the direct implementation of the NAP.  

2. A review and recommendations on how the national level NAP work can link to and support provincial and district 

activities, particularly those of SPOI partners, now that it is moving forward to more implementation on the ground. 

3. A report summarizing on-going strategic support provided to the team during the assignment. 

The assignment will be delivered within 5 months, with 30 working days with possibility of no-cost extension. Schedule of 

payment will be in accordance with the timetable noted below: 
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Deliverables/ Outputs Estimated 
number of 
working 
days 

% of Payment Completion 
deadline 

Review and Approvals 
Required  

1st payment will be made upon submission 
and approval by UNDP on the completion of:  
- A draft NAP implementation strategy 
- A draft report with recommendations on 

how the national level NAP work can link 
with provincial and district activities 

-  

20 66.68 1 June 2018  
 
 
 
 
 
GCP Global Head and  
National Project 
Manager SPOI  

2nd payment will be made upon submission 
and approval by UNDP on the completion of:  
- Final NAP implementation strategy 
- Final draft report proposing how the 

national level NAP work can link with the 
provincial and district activities 

5 16.66 15 June 2018 
 

3rd payment will be made upon submission 
and approval of a report summarizing key 
strategic advice provided to the team with 
respect to the work of SPOI, over the 5 
months period. 

5 16.66 30 August 2018 



Page 8 of 28 
 

 

 

 

 
 

F. INSTITUTIONAL ARRANGEMENTS 

Overall supervision and approval of final products will be done by the GCP Global head and the Indonesia National 

Project Manager.  

The Consultant will be home-based. The Consultant will be given access to relevant information necessary for 

execution of the tasks under this assignment. The Consultant will be responsible for providing her/his own work 

station (i.e. laptop, internet, phone, scanner/printer, etc.) and must have access to a reliable internet connection. 

 

G. DURATION OF THE WORK 

The Individual Contract is expected to require a commitment of approximately 30 working days over 5 months. 

The expected date of commencement is April 2018. 

H. DUTY STATION  

The Individual Contractor will be home-based. 

Travel:   

 

 Any necessary missions must be approved in advance and in writing by the supervisor; 

 The Advanced and Basic Security in the Field II courses must be successfully completed prior to 
commencement of travel; 

 Individual Consultants are responsible for ensuring they have vaccinations/inoculations when travelling to 
certain countries, as designated by the UN Medical Director; 

 Consultants are required to comply with the United Nations (UN) security directives set forth under 
https://dss.un.org/dssweb/; 

 Consultants are responsible for obtaining any visas and security clearances needed in connection with travel 
with the necessary support from UNDP; 

 

All related travel expenses will be paid separately through the project travel fund and will be reimbursed as per 

UNDP rules and regulations upon submission of an F-10 claim form and supporting documents.  Costs for airfares, 

terminal expenses, and living allowances should not be included in financial proposal. 

https://training.dss.un.org/courses/login/index.php
https://connect.undp.org/,DanaInfo=iseek-newyork.un.org,SSL+webpgdept124_4?dept=124
https://dss.un.org/dssweb/
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In general, UNDP should not accept travel costs exceeding those of an economy class ticket. Should the IC wish to 

travel on a higher class he/she should do so using their own resources. 

 

I. QUALIFICATIONS OF THE SUCCESSFUL CONTRACTOR 

Academic Qualifications: 

Master degree or higher in economics, agricultural development, natural sciences, international relation, international law, 

ecology, environmental studies, development studies, information technology management, or other related fields. 

 

Years of experience: 

 A minimum of 8 years professional experience in consultancy at a senior level, preferably in the context of 

Indonesian agricultural / palm oil development  

 Proven experience in working with and establishing working relationships with a broad range of Indonesian palm oil 

stakeholders. 

 Experience in engaging with palm oil related companies and donors. 

Competencies and special skills requirement: 

 Have good interpersonal and communications skills; 

 Ability to work independently and in a team; 

 Fluency in English and Bahasa Indonesia and good written communication skills.  

 Has an excellent a collaborative work style. 

 Has excellent communication and advocacy skills. 

 

 

 

 

J. SCOPE OF BID PRICE AND SCHEDULE OF PAYMENTS 
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Please include only cost of professional services in your bid.  

 

UNDP will pay the expert the fees specified in the contract. Daily expenses, transportation fares, and terminal 

expenses corresponding to travel required for the consulting job should not be specified in the proposal as these 

will be paid separately.  

 

The expert will receive payment of fees subject to approval of the deliverables agreed upon in the Terms of 

Reference and approval of the respective Certificate of Payment by the immediate supervisor. 

 

Signed contracts in the individual agreement mode do not entail any advance fees either at the contract start date 

or at the start of the specific consulting periods. 

 

When travel is necessary, air fare will be provided to travel, by the most direct and economic route and for as many 

travel hours as needed, to the place and country where the expert is to provide his/her services, and the expert will 

be paid the respective terminal expenses and 100% of his/her respective daily expenses according to the United 

Nations rate for the place and country in which the services are to be provided.  

Deliverables/ Outputs Estimated 
number of 
working 
days 

% of Payment Completion 
deadline 

Review and Approvals 
Required  

1st payment will be made upon submission 
and approval by UNDP on the completion of:  
- A draft NAP implementation strategy 
- A draft report with recommendations on 

how the national level NAP work can link 
with provincial and district activities 

-  

20 66.68% 1 June 2018  
 
 
 
 
 
GCP Global Head and  
National Project 
Manager SPOI  

2nd payment will be made upon submission 
and approval by UNDP on the completion of:  
- Final NAP implementation strategy 
- Final draft report proposing how the 

national level NAP work can link with the 
provincial and district activities 

5 16.66% 15 June 2018 
 

3rd payment will be made upon submission 
and approval of a report summarizing key 
strategic advice provided to the team with 
respect to the work of SPOI, over the 5 
months period. 

5 16.66% 30 August 2018 



Page 11 of 28 
 

K. RECOMMENDED PRESENTATION OF PROPOSAL AND OTHER RELEVANT INFORMATION 

 

The selected consultant will have the obligation to: 

1. Before any travel, obtain the security permits for traveling to the countries where the services will be 

required. These permits may be obtained at www.undss.org. 

2. Have the contract signed by the UNDP and the expert before starting the work and before starting any 
travel. If the expert travels and starts the work without having signed the contract, the work and travel will be at 
the expert’s own risk and responsibility. 
3. All background compiled and deliverables produced by the expert are the property of the UNDP. The expert 

must obtain written permission from the UNDP to use all or part of the documents for any other consulting or work.  

 

L. ANNEXES 

N/A 
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ANNEX 2 

 

 

 

 A total lump sum of [state amount in words and in numbers, indicating exact currency], payable 
in the manner described in the Terms of Reference
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BREAKDOWN OF COSTS  
SUPPORTING THE FINANCIAL PROPOSAL 

 
 

A. Breakdown of Cost by Components:  

 

Cost Components 

 

Unit Cost 

 

Quantity 

 

 

Total Rate for the 

Contract Duration 

 

I. Personnel Costs 

   

 

Professional Fees 

   

Life Insurance    

Medical Insurance     

Communications    

Land Transportation    

Others (pls. specify)    

II. Travel Expenses to Join duty station   No included 

 

Round Trip Airfares to and from duty station 

   

Living Allowance    

Travel Insurance    

Terminal Expenses    

Others (pls. specify)    

III. Duty Travel    No included 
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Round Trip Airfares 

   

Living Allowance    

Travel Insurance    

Terminal Expenses    

Others (pls. specify)    

TOTAL US$    

 

BREAKDOWN OF COSTS 
 
 Breakdown of Cost by Deliverables* 
 

Deliverables 

[list them as referred to in the TOR] 

Percentage of Total Price 

(Weight for payment) 

AMOUNT (USD) 
 
 

Deliverable 1 66.68%  

Deliverable 2 16.66%  

Deliverable 3 16.66%  

TOTAL 100%  

 
 

*Basis for payment tranches 
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UNITED NATIONS DEVELOPMENT PROGRAMME 
 

Contract for the services of 
an Individual Contractor 

   No____________ 
 

This Contract is entered into on [insert date] between the United Nations Development Programme (hereinafter 
referred to as “UNDP”) and ___________________________________ (hereinafter referred to as “the Individual 
Contractor”) whose address is 
________________________________________________________________________. 
WHEREAS UNDP desires to engage the services of the Individual Contractor on the terms and conditions hereinafter 
set forth, and: 
WHEREAS the Individual Contractor is ready and willing to accept this Contract with UNDP on the said terms and 
conditions,  
NOW, THEREFORE, the Parties hereby agree as follows: 

1. Nature of services 
The Individual Contractor shall perform the services as described in the Terms of References which form an integral 
part of this Contract and are attached hereto as Annex I in the following Duty Station(s): 
________________________________________________________. 

2. Duration  
This Individual Contract shall commence on [insert date], and shall expire upon satisfactory completion of the 
services described in the Terms of Reference mentioned above, but not later than [insert date], unless sooner 
terminated in accordance with the terms of this Contract. This Contract is subject to the General Conditions of 
Contract for Individual contractors which are available on UNDP website at www.undp.org/procurement and are 
attached hereto as Annex II. 

3. Consideration 
As full consideration for the services performed by the Individual Contractor under the terms of this Contract, 
including, unless otherwise specified, his/her travel to and from the Duty Station(s), any other travel required in the 
fulfillment of the Terms of Reference in Annex I, and living expenses in the Duty Station(s), UNDP shall pay the 
Individual Contractor a total of [currency] ----------- in accordance with the table set forth below1.  Payments shall be 
made following certification by UNDP that the services related to each Deliverable, as described below, have been 
satisfactorily performed and the Deliverables have been achieved by or before the due dates specified below, if any. 
 

DELIVERABLE DUE DATE AMOUNT IN  
USD 

   

   

   

   

 
If unforeseen travel outside the Duty Station not required by the Terms of Reference is requested by UNDP, and 
upon prior written agreement, such travel shall be at UNDP’s expense and the Individual Contractor shall receive a 
per diem not to exceed United Nations daily subsistence allowance rate in such other location(s). 
Where two currencies are involved, the rate of exchange shall be the official rate applied by the United Nations on 
the day the UNDP instructs its bank to effect the payment(s). 

4. Rights and Obligations of the Individual contractor 

                                                           
1 For payments which are not output-based lump sum, indicate the maximum number of working days/hours/units, any out of pocket expense 

(travel, per diem…) and the corresponding fee/cost in the Deliverable (s) table. 

https://intranet.undp.org/unit/bom/pso/Support%20documents%20on%20IC%20Guidelines/UNDP%20General%20Conditions%20for%20Individual%20Contracts.pdf
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The rights and obligations of the Individual Contractor are strictly limited to the terms and conditions of this Contract, 
including its Annexes. Accordingly, the Individual Contractor shall not be entitled to any benefit, payment, subsidy, 
compensation or entitlement, except as expressly provided in this Contract. The Individual Contractor shall be solely 
liable for claims by third parties arising from the Individual Contractor’s own acts or omissions in the course of 
performing this Contract, and under no circumstances shall UNDP be held liable for such claims by third parties. 

5. Beneficiary 
The Individual Contractor selects ___________________ as beneficiary of any amounts owed under this Contract in 
the event of death of the Individual Contractor while performing services hereunder. This includes the payment of 
any service-incurred liability insurance attributable to the performance of the services for UNDP. 
 
Mailing address, email address and phone number of beneficiary: 
_______________________________________________________________________________________ 
______________________________________________________________________________________ 
 
Mailing address, email address and phone number of emergency contact (if different from beneficiary): 
_______________________________________________________________________________________ 
 
IN WITNESS WHEREOF, the Parties hereto have executed this Contract. 
 
By signing below, I, the Individual Contractor, acknowledge and agree that I have read and accept the terms of 
this Contract, including the General Conditions of Contracts for Individual contractors available on UNDP website 
at www.undp.org/procurement and attached hereto in Annex II which form an integral part of this Contract, and 
that I have read and understood, and agree to abide by the standards of conduct set forth in the Secretary-
General’s bulletins ST/SGB/2003/13 of 9 October 2003, entitled “Special Measures for Protection from Sexual 
Exploitation and Sexual Abuse” and ST/SGB/2002/9 of 18 June 2002, entitled “Regulations Governing the Status, 
Basic Rights and Duties of Officials other than Secretariat Officials, and Experts on Mission”. 
 
□ The Individual Contractor has submitted a Statement of Good Health and confirmation of immunization. 
 
AUTHORIZING OFFICER:     INDIVIDUAL CONTRACTOR: 
United Nations Development Programme  
 
 
Name; _______________________________  Name; _____________________________ 
 
 
Signature; ___________________________                   Signature; __________________________ 
 
 
Date; _______________________________                Date; ______________________________ 
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Annex 5 

 

EVALUATION MATRIX 

The technical and financial aspects of every proposal submitted will be evaluated using the following  

 

 

FINANCIAL EVALUATION OF PROPOSALS  

 

The maximum number of points assigned to the financial proposal is allocated to the lowest price 

proposal (daily rate offered). All other price proposals receive points in inverse proportion.  

 

Master degree or higher in economics, agricultural development, natural 
sciences, international relation, international law, ecology, environmental 
studies, development studies, information technology management, or other 
related fields. 
 
Master Degree                                                                         15 points 
 
Bachelor Degree                                                                      10 points 
 

 
A minimum of 8 years professional experience in consultancy at a senior level, 

preferably in the context of Indonesian agricultural / palm oil development  

 

More than 8 year of experience                                           20 points  

8 years of experience                                                    14 points 
Proven experience in working with and establishing working relationships with a 
broad range of Indonesian palm oil stakeholders 
 
More than 3 working experiences                                       15 points 
At least 3 working experiences                                             10 points 
 

 
Experience in engaging with palm oil related companies and donors. 

More than 3 working experiences                               10 points 
At least 3 working experiences                                      7 points 
 
Fluency in English and Bahasa Indonesia is required  
English                                                                                        5 points 
Bahasa                                                                                        5 points  
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p = y (μ/z) 

Where: 

p = points for the financial proposal being evaluated 

y = maximum number of points for the financial proposal 

μ = price of the lowest priced proposal 

z = price of the proposal being evaluated 

  


