
             

 

United Nations Building, Government Enclave 
Cnr. Khama Crescent and President's Drive 

P. O. Box 54 
Gaborone, Botswana 

16 November 2012
   
   
    

RE-ADVERTISEMENT - REQUEST FOR PROPOSAL (RFP) 

Subject: Development of the Botswana National Climate Change Policy and Comprehensive National 
Climate Change Strategy and Action Plan  
 
Deadline for Submission of Proposal: 10th December 2012 at 16:30hrs (GMT+02:00) 
 
Dear Bidder, 
 
The United Nations Development Programme (UNDP) in Botswana invites you to submit a proposal for the 
requirements described in Section 3 of this Request for Proposal to be used for selecting a contractor.  
 
All proposals are subject to the Instructions to Offerors and such other provisions, specifications, and 
instructions as attached or incorporated herein by reference (hereinafter collectively called " Request for 
Proposal “ or “RFP"). Solicitation documents hereunder include:  
 
 Section 1: Instructions to Offerors 
 Section 2: UNDP General Conditions of Contract 
 Section 3: Terms of Reference (TOR) including Evaluation Criteria 
 Section 4: Proposal Submission Form 
 Section 5: Price Schedule Form  
 
Failure to adhere to the requirements of the RFP may be grounds for disqualification of the Offeror. This 
letter is not to be construed in any way as an offer to contract with your company; however, your proposal 
could form the basis for a contractual agreement between your company and UNDP. 
 
Your offer comprising of technical proposal and financial proposal, in separate sealed envelopes should 
reach the above address no later than the 10th December 2012 at 16:30hrs (GMT +02:00) at 16:30hrs 
(GMT+02:00).  
 
If you request additional information, we would endeavour to provide information expeditiously, but any 
delay in providing such information will not be considered a reason for extending the submission date of 
your proposal. 
 
Thank you 
 
 



             

 

 
 
 
 
 
 
 
Section 1: Instructions to Offerors 
 

A. Introduction 
 

1. General 
The Purpose of this RFP is to obtain proposals for the consultancy on the Development of the Botswana 
National Climate Change Policy and Comprehensive National Climate Change Strategy and Action Plan  

 
Please refer to the Terms of Reference in Section 3. 
 

2. Cost of proposal 
The Offeror shall bear all costs associated with the preparation and submission of the Proposal, UNDP 
will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the 
solicitation. 

 

B. Solicitation Documents 
 

3. Contents of solicitation documents 
Proposals must offer services for the total requirement. Proposals offering only part of the requirement 
will be rejected. The Offeror is expected to examine all corresponding instructions, forms, terms and 
specifications contained in the Solicitation Documents. Failure to comply with these documents will be 
at the Offeror’s risk and may affect the evaluation of the Proposal. 
 

4. Clarification of solicitation documents 
 
A prospective Offeror requiring any additional clarification of the Solicitation Documents may notify 
UNDP in writing at the organisation’s address indicated in the RFP, or email enquiries.bw@undp.org OR 
fax +267 395 6093. UNDP will respond in writing to any request for clarification of the Solicitation 
Documents that it receives earlier than two weeks prior to the deadline for the submission of Proposals. 
Written copies of the organisation’s response (including an explanation of the query but without 
identifying the source of inquiry) will be sent to all prospective Offerors that have received the 
Solicitation Documents. 
 

mailto:enquiries.bw@undp.org


             

 

5. Amendments of solicitation documents 
At any time prior to the deadline for submission of Proposals, UNDP may, for any reason, whether at its 
own initiative or in response to a clarification requested by a prospective Offeror, modify the Solicitation 
Documents by amendment. 
All prospective Offerors that have received the Solicitation Documents will be notified in writing of all 
amendments to the Solicitation Documents. 
 
In order to afford prospective Offerors reasonable time in which to take the amendments into account in 
preparing their offers, UNDP may, at its discretion, extend the deadline for the submission of Proposals. 

 
C. Preparation of Proposals 
 

6. Language of the proposal 
The Proposals prepared by the Offeror and all correspondence and documents relating to the Proposal 
exchanged by the Offeror and UNDP shall be written in the English language. Any printed literature 
furnished by the Offeror may be written in another language so long as accompanied by an English 
translation of its pertinent passages in which case, for purposes of interpretation of the Proposal, the 
English translation shall govern. 
 

7. Documents comprising the proposal 
The Proposal shall comprise the following components: 
(a) Proposal submission form; 
(b) Operational and technical part of the Proposal, including documentation to demonstrate that the 
Offeror meets all requirements in accordance with clauses 8 and 9; 
(c) Price schedule completed  
 

8. Proposal form 
The Offeror shall structure the operational and technical part of its Proposal as follows: 

 

(a) Management plan 
This section should provide corporate orientation to include the year and state/country of incorporation 
and a brief description of the Offeror’s present activities. It should focus on services related to the 
Proposal. 
 
This section should also describe the organisational unit(s) that will become responsible for the contract, 
and the general management approach towards a project of this kind. The Offeror should comment on 
its experience in similar projects and identify the person(s) representing the Offeror in any future dealing 
with UNDP. 
 

(b) Resource plan 
This should fully explain the Offeror’s resources in terms of personnel and facilities necessary for the 
performance of this requirement. It should describe the Offeror’s current capabilities/facilities and any 
plans for their expansion. 



             

 

 
(c) Proposed methodology 

This section should demonstrate the Offeror’s responsiveness to the specification by identifying the 
specific components proposed, addressing the requirements as specified, point by point, providing a 
detailed description of the essential performance characteristics and demonstrating how the proposed 
methodology meets or exceeds the Terms of Reference. 
 
The operational and technical part of the Proposal should not contain any pricing information 
whatsoever on the services offered. Pricing information shall be separated and only contained in the 
appropriate Price Schedules. 
 
It is mandatory that the Offeror’s Proposal numbering system corresponds with the numbering system 
used in the body of this RFP. All references to descriptive material and brochures should be included in 
the appropriate response paragraph, though material/documents themselves may be provided as 
annexes to the Proposal/response. 
 
Information which the Offeror considers proprietary, if any, should be clearly marked “proprietary” next 
to the relevant part of the text and it will then be treated as such accordingly. 
 

9. Proposal prices 
The Offeror shall indicate on an appropriate Price Schedule, an example of which is contained in these 
Solicitation Documents, the prices of services it proposes to supply under the contract.  
 

10. Proposal currencies 
All prices shall be quoted in US Dollars or Botswana Pula and the rate of exchange specified for forex. 
 

11. Period of validity of proposals 
Proposals shall remain valid for ninety (90) days after the date of Proposal submission prescribed by 
UNDP, pursuant to the deadline clause. A Proposal valid for a shorter period may be rejected on the 
grounds that it is non-responsive. 
 
In exceptional circumstances, UNDP may solicit the Offeror’s consent to an extension of the period of 
validity. The request and the responses thereto shall be made in writing. An Offeror granting the request 
will not be required nor permitted to modify its Proposal. 
 

12. Format and signing of proposals 
The Offeror shall prepare six copies of the Proposal, clearly marking each “Original Proposal” or “Copy of 
Proposal” as appropriate. In the event of any discrepancy between the copies, the original shall govern. 
The five copies of the Proposal shall be typed or written in indelible ink and shall be signed by the 
Offeror or a person or persons duly authorised to bind the Offeror to the contract. The latter 
authorisation shall be indicated by written power-of-attorney accompanying the Proposal. 
 



             

 

A Proposal shall contain no interlineations, erasures, or overwriting except, as necessary to correct 
errors made by the Offeror, in which case such corrections shall be initialed by the person or persons 
signing the Proposal. 
 

13. Payment 
UNDP shall effect payments to the Contractor after acceptance by UNDP of the invoices submitted by 
the contractor, upon achievement of the corresponding milestones as stipulated in the Terms of 
Reference. 

 
D. Submission of Proposals 
 

14. Sealing and marking of Proposals 
Your offer comprising of technical proposal and financial proposal, in separate sealed envelopes, should 
reach the following address no later than:  
  
DEADLINE:  10th December 2012 at 16:30hrs (GMT+02:00) 
 
The Offeror shall seal the Proposal in one outer and two inner envelopes, as detailed below. 
(a) The outer envelope shall be addressed to – 
 

UNDP Botswana 
United Nations Building, Government Enclave 
Ground Floor Reception 
Cnr. KhamaCresent and President's Drive 
P. O. Box 54 
Gaborone, Botswana 

 
Attention: UNDP Resident Representative 

 
and, marked with “RFP for Development of the Botswana National Climate Change Policy and 
Comprehensive National Climate Change Strategy and Action Plan” NOT TO BE OPENED BY THE 
REGISTRY 
 
(b) Both inner envelopes shall indicate the name and address of the Offeror. The first inner envelope 
shall contain the information specified in Clause 8 (Proposal form) above, with the six copies duly 
marked “TECHNICAL PROPOSAL – Original” or “TECHNICAL PROPOSAL – Copy” as appropriate. The 
second inner envelope shall include the price schedule duly identified as “FINANCIAL PROPOSAL – 
Original” and “FINANCIAL PROPOSAL – Copy”. 
Note: if the inner envelopes are not sealed and marked as per the instructions in this clause, UNDP will 
not assume responsibility for the Proposal’s misplacement or premature opening. 
 
 



             

 

All bids will be registered at the 1st Floor Reception  
 

For e-mail submissions, your offer, comprising a technical proposal and a financial proposal in separate 

emails and in PDF format, should be submitted to procurement.bw@undp.org The subject should read: 

“RFP for Development of the Botswana National Climate Change Policy and Comprehensive National 

Climate Change Strategy and Action Plan” and shall be submitted on or before 10th December 2012 at 

16:30hrs. Failure to adhere to these e-mail submission requirements will lead to disqualification 

 

15. Deadline for submission of proposals 
Proposals must be received by UNDP at the address specified under clause Sealing and marking of 
Proposals no later than 10th December 2012 at 16:30hrs (GMT+02:00). 
 
UNDP may, at its own discretion extend this deadline for the submission of Proposals by amending the 
solicitation documents in accordance with clause Amendments of Solicitation Documents, in which case 
all rights and obligations of UNDP and Offerors previously subject to the deadline will thereafter be 
subject to the deadline as extended. 

16. Late Proposals 
Any Proposal received by UNDP after the deadline for submission of Proposals, pursuant to clause 
Deadline for the submission of Proposals, will be rejected. 

 

17. Modification and withdrawal of Proposals 
The Offeror may withdraw its Proposal after the Proposal’s submission, provided that written notice of 
the withdrawal is received by UNDP prior to the deadline prescribed for submission of Proposals. 
 

The Offeror’s withdrawal notice shall be prepared, sealed, marked, and dispatched in accordance with 
the provisions of clause Deadline for Submission of Proposals. The withdrawal notice may also be sent by 
fax but followed by a signed confirmation copy. No Proposal may be modified subsequent to the 
deadline for submission of proposals. No Proposal may be withdrawn in the Interval between the 
deadline for submission of proposals and the expiration of the period of proposal validity specified by 
the Offeror on the Proposal Submission Form. 
 
 

E. Opening and Evaluation of Proposals 
 

18. Opening of proposals 
UNDP will open the Proposals in the presence of a Committee formed by the Resident Representative of 
UNDP Botswana. 

 

mailto:procurement.bw@undp.org


             

 

19. Clarification of proposals 
To assist in the examination, evaluation and comparison of Proposals, UNDP may at its discretion, ask 
the Offeror for clarification of its Proposal in any form deemed appropriate including presentations by 
the proponent. The request for clarification and the response shall be in writing and no change in price 
or substance of the Proposal shall be sought, offered or permitted. 

 

20. Preliminary examination 
UNDP will examine the Proposals to determine whether they are complete, whether any computational 
errors have been made, whether the documents have been properly signed, and whether the Proposals 
are generally in order. 
 

Arithmetical errors will be rectified on the following basis: If there is a discrepancy between the unit 
price and the total price that is obtained by multiplying the unit price and quantity, the unit price shall 
prevail and the total price shall be corrected. If the Offeror does not accept the correction of errors, its 
Proposal will be rejected. If there is a discrepancy between words and figures the amount in words will 
prevail. 
 

Prior to the detailed evaluation, UNDP will determine the substantial responsiveness of each Proposal to 
the Request for Proposals (RFP). For purposes of these Clauses, a substantially responsive Proposal is 
one which conforms to all the terms and conditions of the RFP without material deviations. UNDP’s 
determination of a Proposal’s responsiveness is based on the contents of the Proposal itself without 
recourse to extrinsic evidence. 
 

A Proposal determined as not substantially responsive will be rejected by UNDP and may not 

subsequently be made responsive by the Offeror by correction of the non-conformity. 

 

21. Evaluation and comparison of proposals 
A two-stage procedure is utilised in evaluating the proposals, with evaluation of the technical proposal 
being completed prior to any price proposal being opened and compared. The price proposal of the 
Proposals will be opened only for submissions that passed the minimum technical score of 70% of the 
obtainable score of 700 points in the evaluation of the technical proposals. The technical proposal is 
evaluated on the basis of its responsiveness to the Term of Reference (TOR). 
 
In the Second Stage, the price proposal of all contractors who have attained minimum 70% score in the 
technical evaluation will be reviewed and awarded points according to price. The Offeror with the 
highest overall score i.e. the sum of the Technical Proposal (max. 700 points) and the Price Proposal 
(max 300 points) will be proposed for award.  
 



             

 

 

 



             

 

Evaluation Process and Criteria (total of 1000 points) 
 

A. Technical Proposal (700 points) 

 

Mandatory Requirement 
1. Submission of the Proposal Submission Form included in the present RFP (please see Section 4). To 

be submitted together with the technical proposal. 
 

Expertise of Firm/Organisation Submitting Proposal 
2. The Offeror must provide evidence of extended experience in developing similar work in the 

developing world and as described in the Terms of Reference, preferably supported by examples 
through past projects and contactable references. The Offeror MUST provide proof of registration in 
the country of origin as a legal entity (210 Points) 

 

Proposed Work Plan and Approach 
3. Offerors must demonstrate in their proposal the ability to meet the requirements as set out in each 

of the sections of the TOR, as well propose an expedient delivery schedule as per the Deliverables 
required. The Offeror must demonstrate innovative approaches to further add value. (250 Points) 

 

Personnel 
4. The Offeror must provide information on the number of personnel to be assigned to this project 

together with their CVs. Provide evidence that nominated persons have the ability to carry the 
required task as well as are able to liaise with the Reference Group to ensure an efficient and 
innovative process. The Offeror MUST provide a signed statement of availability by ALL personnel. 
(240 Points) 

Failure to comply and to provide documentation regarding any of the above mentioned criteria will result in 

automatic disqualification of the proposal. Proposals which do not obtain a total score of 490 points, will not 

be considered for further evaluation by UNDP.   

 



             

 

B. Price Proposal (300 points)  

 
Offerors are requested to structure their price proposals quoting fixed prices/rates for meeting the terms of 
reference (including further innovations that go beyond the terms of reference). The price schedule form 
should have the format as Section 5. 
 
The Price proposal will be evaluated as follows; 
The total number of points for each individual financial proposal submitted is 300 points. This score will be 
allocated to the lowest price proposal for meeting the TOR (including further innovations) only. All other 
remaining price proposals will receive points in inverse proportion to the lowest price; e.g., 
 
 
 

 

 

 

 

Points for other offeror’s Price Component = 

 

[300 points x [money total of lowest] / 

[money total of other]. 

 



             

 

Technical Evaluation Criteria 

 

Summary of Technical Proposal 

Evaluation Forms 

Score 

Weight 

Points 

Obtainable 

Company / Other Entity 

A B C D E 

1. Expertise of Firm / Organisation 

submitting Proposal 

 

30% 

 

210 

     

 

2. 

 

Proposed Work Plan and 

Approach 

 

36% 

 

250 

     

 

3. 

 

Personnel 

 

34% 

 

240 

     

  

Total 

 

700 

     

 

Evaluation forms for technical proposals follow on the next two pages. The obtainable number of points 
specified for each evaluation criterion indicates the relative significance or weight of the item in the overall 
evaluation process. The Technical Proposal Evaluation Forms are: 
 

Form 1: Expertise of Firm / Organisation Submitting Proposal 
 
Form 2: Proposed Work Plan and Approach 
 
Form 3: Personnel 

 



             

 

 

 

Technical Proposal Evaluation 

Form 1 

Points 

obtainable 

Company / Other Entity 

 A B C D E 

 

Expertise of firm / organisation submitting proposal 

 

 

1.1 Reputation of Organisation and Staff 

(Competence/Reliability) 

40      

1.2 General Organisational Capability which is 

likely to affect implementation (including 

ability to partner with a local Botswana firm) 

30 

 

 

     

1.3 Extent to which any work would be 
subcontracted. If there is subcontracting, 
clearly articulate arrangements, legal 
obligations, value add etc. on both parties 
(subcontracting carries additional risks which 
may affect project implementation, but 
properly done it offers a chance to access 
specialized skills). If not subcontracting 
indicate the capability to support all 
requirements. 

10      

1.4 Quality assurance procedures 

 

20      

1.5 Relevance of: 

- Specialised Knowledge in Climate Change 

40 
     



             

 

adaptation and mitigation issues, as well as 

developing policies, strategies and action 

plans 

 

 

- Experience on Similar Projects 30 

- Experience on Similar Projects in the Region 20 

- Work for developing country public sector/ 

major multilateral/ or bilateral programmes 

20 

Total Form 1 210      

 

Technical Proposal Evaluation 

Form 2 

Points 

Obtainable 

Company / Other Entity 

A B C D E 

 

Proposed Work Plan and Approach 

 

 

2.1 To what degree does the Offeror understand 

the task? 

20      

2.2 Have the important aspects of the task been 

addressed in sufficient detail? 

20      

2.3 Is the scope of task well defined and does it 

correspond to the TOR? Are the 

solutions/approaches  proposed up-to-date and 

satisfactory? 

Task: Development of the Botswana National 

Climate Change Policy and Comprehensive 

National Climate Change Strategy and Action 

110      



             

 

Plan  

 

2.5 Is the conceptual framework adopted 

appropriate for the task? 

60      

2.6 Is the presentation clear and is the sequence of 

activities and the planning logical, realistic and 

promise efficient implementation to the 

project? 

Is the management plan appropriate to deliver 

the requested services/deliverables? 

40      

 Total Form 2 250      

 

Technical Proposal Evaluation 

Form 3 

 

Points 

Obtainable 

Company / Other Entity 

A B C D E 

 

Personnel assigned to Project 

 

 

3.1 

 

TEAM LEADER 

  

100 

     

        



             

 

 

- Minimum of post graduate 

degree in Climate Change, 

Environment or related field.  

 

 

 

30       

 - 10 years demonstrable 

experience in formulating 

strategies, plans and policy 

documents in climate change-

related fields  

 

40 

 

 

 

 

 

 

 

 

 

 

      

The Team Leader is also required 

to posses some experience in 

mainstreaming cross-cutting 

issues into national plans and 

strategies    

 

15 

 

      

- Previous experience as Team 

Leader is required; 

Yes/No       



             

 

- At least 5 years of working 

experience in and/or in relation to 

developing countries; experience 

in Sub-Saharan Africa, with 

particular emphasis to the SADC 

region and/or Botswana.  

 

 

15 

      

        

 100       

 

 

3.2 

 

Other Team Members 

  

140 

     

 Sub-Score       

  

 

- The team should have at least 

one (1) Economist and one (1) 

Climate Scientist  

 

 

40 

 

 

 

 

      



             

 

 At least one team member should 

have a minimum of ten (10) years 

of traceable professional 

experience in: 

Policy Analysis and Development  

 

 

 

 

 

40 

 

 

 

      

The other team members should 

have at least 5 years of 

experience in the above. 

40 

 

      

- Knowledge of the Sub-Saharan 

region and previous experience in 

Botswana 

20       

 140       

 

   

 
Total Form 3 

 240      

 

 



             

 

 
F. Award of Contract 
 
 
22. Award criteria, award of contract 

UNDP reserves the right to accept or reject any Proposal, and to annul the solicitation process and reject 
all Proposals at any time prior to award of contract, without thereby incurring any liability to the 
affected Offeror or any obligation to inform the affected Offeror or Offerors of the grounds for UNDP’s 
action  
Prior to expiration of the period of proposal validity, UNDP will award the contract to the qualified 
Offeror whose Proposal after being evaluated is considered to be the most responsive to the needs of 
the organisation and activity concerned. 

 
23. Purchaser’s right to vary requirements at time of award 

UNDP reserves the right at the time of award of contract to vary the quantity of services and goods 
specified in the RFP without any change in price or other terms and conditions. 

 

24. Signing of the contract 
Within 30 days of receipt of the contract the successful Offeror shall sign and date the contract and 
return it to UNDP. 
 
Failure of the successful Offeror to comply with the requirement above shall constitute sufficient 
grounds for the annulment of the award and forfeiture of the Proposal security if any, in which event 
UNDP may make the award to the next lowest evaluated Offeror or call for new Proposals. 
 

25. Payment Stages 
Payments will be made in Botswana Pula (BWP) or US dollars for foreign agencies and within 60 days 
after the events set forth in the Payment Schedule. Any payments by UNDP shall reflect any tax 
exemptions to which UNDP is entitled by reason of the immunity it enjoys.  UNDP is exempt from all 
direct taxes, customs duties and the like and the Offeror shall consult with UNDP so as to avoid the 
imposition of such charges.  
 

 



             

 

Payment Schedule for Contract Services: 

 
 

MILESTONE AMOUNT TARGET DATE 

Upon signing of the contract and presenting an acceptable 
inception report 

10%  

On presentation and acceptance of national stakeholder 
consultations report to the Technical Reference Group 

20%  

On presentation of an acceptable Draft Policy Document and 
a detailed outline of an Issues Paper at a stakeholders review 
workshop 

20%  

On presentation and acceptance of a draft Strategy and 
Action Plan by a Technical Reference Group 

20%  

On on submission of Final Documents: Policy, Strategy and 
Action Plan and Issues Paper 

30%  

 
         

 

 

 

 

 

 

 

 

 

 

 



             

 

Section 2: General Conditions of Contract 

 

1. LEGAL STATUS: The Contractor shall be considered as having the legal status of an independent 
contractor  
vis-à-vis UNDP. The Contractor's personnel and sub-contractors shall not be considered in any respect 
as being  
the employees or agents of UNDP or the United Nations.  

2. SOURCE OF INSTRUCTIONS: The Contractor shall neither seek nor accept instructions from any 
authority 
 external to UNDP in connection with the performance of its services under this Contract. The 
Contractor shall  
refrain from any action which may adversely affect UNDP or the United Nations and shall fulfil its 
commitments with the fullest regard to the interests of UNDP.  

3. CONTRACTOR'S RESPONSIBILITY FOR EMPLOYEES: The Contractor shall be responsible for the 
professional and technical competence of its employees and will select, for work under this Contract, 
reliable individuals who will perform effectively in the implementation of this Contract, respect the 
local customs, and conform to a high standard of moral and ethical conduct.  

4. ASSIGNMENT: The Contractor shall not assign, transfer, pledge or make other disposition of this 
Contract or any part thereof, or any of the Contractor's rights, claims or obligations under this 
Contract except with the prior written consent of UNDP.  

5. SUB-CONTRACTING: In the event the Contractor requires the services of sub-contractors, the 
Contractor shall obtain the prior written approval and clearance of UNDP for all sub-contractors. The 
approval of UNDP of a sub-contractor shall not relieve the Contractor of any of its obligations under 
this Contract. The terms of any sub-contract shall be subject to and conform with the provisions of this 
Contract.  

6. OFFICIALS NOT TO BENEFIT: The Contractor warrants that no official of UNDP or the United Nations 
has received or will be offered by the Contractor any direct or indirect benefit arising from this 
Contract or the award thereof. The Contractor agrees that breach of this provision is a breach of an 
essential term of this Contract.  

7. INDEMNIFICATION: The Contractor shall indemnify, hold and save harmless, and defend, at its own 
expense, UNDP, its officials, agents, servants and employees from and against all suits, claims, 
demands, and liability of any nature or kind, including their costs and expenses, arising out of acts or 
omissions of the Contractor, or the Contractor's employees, officers, agents or sub-contractors, in the 
performance of this Contract. This provision shall extend, inter alia, to claims and liability in the nature 
of workmen's compensation, products liability and liability arising out of the use of patented 
inventions or devices, copyrighted material or other intellectual property by the Contractor, its 
employees, officers, agents, servants or sub-contractors. The obligations under this Article do not 
lapse upon termination of this Contract.  

8. INSURANCE AND LIABILITIES TO THIRD PARTIES:  
8.1 The Contractor shall provide and thereafter maintain insurance against all risks in respect of its 
property and any equipment used for the execution of this Contract.  
8.2 The Contractor shall provide and thereafter maintain all appropriate workmen's compensation 
insurance, or its equivalent, with respect to its employees to cover claims for personal injury or death 



             

 

in connection with this Contract.  
8.3 The Contractor shall also provide and thereafter maintain liability insurance in an adequate 
amount to cover third party claims for death or bodily injury, or loss of or damage to property, arising 
from or in connection with the provision of services under this Contract or the operation of any 
vehicles, boats, airplanes or other equipment owned or leased by the Contractor or its agents, 
servants, employees or sub-contractors performing work or services in connection with this Contract.  
8.4 Except for the workmen's compensation insurance, the insurance policies under this Article shall:  
(i) Name UNDP as additional insured;  
(ii) Include a waiver of subrogation of the Contractor's rights to the insurance carrier against UNDP;  
(iii) Provide that UNDP shall receive thirty (30) days written notice from the insurers prior to any 
cancellation or change of coverage. 
8.5 The Contractor shall, upon request, provide UNDP with satisfactory evidence of the insurance 
required under this Article.  

9. ENCUMBRANCES/LIENS: The Contractor shall not cause or permit any lien, attachment or other 
encumbrance by any person to be placed on file or to remain on file in any public office or on file with 
UNDP against any monies due or to become due for any work done or materials furnished under this 
Contract, or by reason of any other claim or demand against the Contractor.  

10. TITLE TO EQUIPMENT: Title to any equipment and supplies that may be furnished by UNDP shall rest 
with UNDP and any such equipment shall be returned to UNDP at the conclusion of this Contract or 
when no longer needed by the Contractor. Such equipment, when returned to UNDP, shall be in the 
same condition as when delivered to the Contractor, subject to normal wear and tear. The Contractor 
shall be liable to compensate UNDP for equipment determined to be damaged or degraded beyond 
normal wear and tear.  

11. COPYRIGHT, PATENTS AND OTHER PROPRIETARY RIGHTS: UNDP shall be entitled to all intellectual 
property and other proprietary rights including but not limited to patents, copyrights, and trademarks, 
with regard to products, or documents and other materials which bear a direct relation to or are 
produced or prepared or collected in consequence of or in the course of the execution of this 
Contract. At the UNDP's request, the Contractor shall take all necessary steps, execute all necessary 
documents and generally assist in securing such proprietary rights and transferring them to UNDP in 
compliance with the requirements of the applicable law.  

12. USE OF NAME, EMBLEM OR OFFICIAL SEAL OF UNDP OR THE UNITED NATIONS: The Contractor shall 
not advertise or otherwise make public the fact that it is a Contractor with UNDP, nor shall the 
Contractor, in any manner whatsoever use the name, emblem or official seal of UNDP or the United 
Nations, or any abbreviation of the name of UNDP or the United Nations in connection with its 
business or otherwise.  

13. CONFIDENTIAL NATURE OF DOCUMENTS AND INFORMATION:  
13.1 All maps, drawings, photographs, mosaics, plans, reports, recommendations, estimates, 
documents and all other data compiled by or received by the Contractor under this Contract shall be 
the property of UNDP, shall be treated as confidential and shall be delivered only to UNDP authorized 
officials on completion of work under this Contract. 
13.2 The Contractor may not communicate at any time to any other person, Government or authority 
external to UNDP, any information known to it by reason of its association with UNDP which has not 
been made public except with the authorization of UNDP; nor shall the Contractor at any time use 



             

 

such information to private advantage. These obligations do not lapse upon termination of this 
Contract.  

14. FORCE MAJEURE; OTHER CHANGES IN CONDITIONS:  
14.1 Force majeure, as used in this Article, means acts of God, war (whether declared or not), 
invasion, revolution, insurrection, or other acts of a similar nature or force which are beyond the 
control of the Parties.  
14.2 In the event of and as soon as possible after the occurrence of any cause constituting force 
majeure, the  
Contractor shall give notice and full particulars in writing to UNDP, of such occurrence or change if the 
Contractor  
is thereby rendered unable, wholly or in part, to perform its obligations and meet its responsibilities 
under this  
Contract. The Contractor shall also notify UNDP of any other changes in conditions or the occurrence 
of any  
event which interferes or threatens to interfere with its performance of this Contract. The notice shall 
include steps proposed by the Contractor to be taken including any reasonable alternative means for 
performance that is not  
prevented by force majeure. On receipt of the notice required under this Article, UNDP shall take such 
action as,  
in its sole discretion, it considers to be appropriate or necessary in the circumstances, including the 
granting to the Contractor of a reasonable extension of time in which to perform its obligations under 
this Contract.  
14.3 If the Contractor is rendered permanently unable, wholly, or in part, by reason of force majeure 
to perform its obligations and meet its responsibilities under this Contract, UNDP shall have the right 
to suspend or terminate this Contract on the same terms and conditions as are provided for in Article 
15, "Termination", except that the period of notice shall be seven (7) days instead of thirty (30) days.  

15. TERMINATION:  
15.1 Either party may terminate this Contract for cause, in whole or in part, upon thirty days notice, in 
writing, to the other party. The initiation of arbitral proceedings in accordance with Article 16 
"Settlement of Disputes" below shall not be deemed a termination of this Contract.  
15.2 UNDP reserves the right to terminate without cause this Contract at any time upon 15 days prior 
written notice to the Contractor, in which case UNDP shall reimburse the Contractor for all reasonable 
costs incurred by the Contractor prior to receipt of the notice of termination.  
15.3 In the event of any termination by UNDP under this Article, no payment shall be due from UNDP 
to the Contractor except for work and services satisfactorily performed in conformity with the express 
terms of this Contract. The Contractor shall take immediate steps to terminate the work and services 
in a prompt and orderly manner and to minimize losses and further expenditures.  
15.4 Should the Contractor be adjudged bankrupt, or be liquidated or become insolvent, or should the 
Contractor make an assignment for the benefit of its creditors, or should a Receiver be appointed on 
account of the insolvency  of the Contractor, UNDP may, without prejudice to any other right or 
remedy it may have, terminate this Contract forthwith. The Contractor shall immediately inform UNDP 
of the occurrence of any of the above events.  

16. SETTLEMENT OF DISPUTES:  
16.1 Amicable Settlement: The Parties shall use their best efforts to settle amicably any dispute, 



             

 

controversy or claim arising out of, or relating to this Contract or the breach, termination or invalidity 
thereof. Where the parties wish to seek such an amicable settlement through conciliation, the 
conciliation shall take place in accordance with the UNCITRAL Conciliation Rules then obtaining, or 
according to such other procedure as may be agreed between the parties.  
16.2 Arbitration: Unless, any such dispute, controversy or claim between the Parties arising out of or 
relating to this Contract or the breach, termination or invalidity thereof is settled amicably under the 
preceding paragraph of this Article within sixty (60) days after receipt by one Party of the other Party's 
request for such amicable settlement, such dispute, controversy or claim shall be referred by either 
Party to arbitration in accordance with the UNCITRAL Arbitration Rules then obtaining, including its 
provisions on applicable law. The arbitral tribunal shall have no authority to award punitive damages. 
The Parties shall be bound by any arbitration award rendered as a result of such arbitration as the final 
adjudication of any such controversy, claim or dispute. 

17. PRIVILEGES AND IMMUNITIES: Nothing in or relating to this Contract shall be deemed a waiver, 
express or implied, of any of the privileges and immunities of the United Nations, including its 
subsidiary organs.  

18. TAX EXEMPTION: Section 7 of the Convention on the Privileges and Immunities of the United Nations 
provides, inter-alia, that the United Nations, including its subsidiary organs, is exempt from all direct 
taxes, except charges for public utility services, and is exempt from customs duties and charges of a 
similar nature in respect of articles imported or exported for its official use. In the event any 
governmental authority refuses to recognize the United Nations exemption from such taxes, duties or 
charges, the Contractor shall immediately consult with UNDP to determine a mutually acceptable 
procedure.  

Accordingly, the Contractor authorizes UNDP to deduct from the Contractor's invoice any amount 

representing such taxes, duties or charges, unless the Contractor has consulted with UNDP before 

the payment thereof and UNDP has, in each instance, specifically authorized the Contractor to pay 

such taxes, duties or charges under protest. In that event, the Contractor shall provide UNDP with 

written evidence that payment of such taxes, duties or charges has been made and appropriately 

authorized.  

19. CHILD LABOUR: 
19.1 The Contractor represents and warrants that neither it, nor any of its suppliers is engaged in any 
practice inconsistent with the rights set forth in the Convention on the Rights of the Child, including 
Article 32 thereof, which, inter alia, requires that a child shall be protected from performing any work 
that is likely to be hazardous or to interfere with the child's education, or to be harmful to the child's 
health or physical mental, spiritual, moral or social development.  
19.2 Any breach of this representation and warranty shall entitle UNDP to terminate this Contract 
immediately upon notice to the Contractor, at no cost to UNDP.  

20. MINES: 
20.1 The Contractor represents and warrants that neither it nor any of its suppliers is actively and 
directly engaged in patent activities, development, assembly, production, trade or manufacture of 
mines or in such activities in respect of components primarily utilized in the manufacture of Mines. 
The term "Mines" means those devices defined in Article 2, Paragraphs 1, 4 and 5 of Protocol II 
annexed to the Convention on Prohibitions and Restrictions on the Use of Certain Conventional 



             

 

Weapons Which May Be Deemed to Be Excessively Injurious or to Have Indiscriminate Effects of 1980.  
20.2 Any breach of this representation and warranty shall entitle UNDP to terminate this Contract 
immediately upon notice to the Contractor, without any liability for termination charges or any other 
liability of any kind of UNDP.  

21. OBSERVANCE OF THE LAW: The Contractor shall comply with all laws, ordinances, rules, and 
regulations bearing upon the performance of its obligations under the terms of this Contract.  

22. AUTHORITY TO MODIFY: No modification or change in this Contract, no waiver of any of its provisions 
or any additional contractual relationship of any kind with the Contractor shall be valid and 
enforceable against UNDP unless provided by an amendment to this Contract signed by the authorized 
official of UNDP. 

23. SUPPLIER CONDUCT: Suppliers to the UN shall adhere to the highest standard of moral and ethical 
conduct and not engage in any form of corrupt practices, including extortion, fraud or bribery. The UN 
shall not tolerate suppliers offering or giving anything of value or use of threats to influence the 
process of procuring goods or services, or executing contracts. Suppliers/contractors must accept 
without limitation that a breach of this provision is a breach of an essential term of any Purchase 
Order or Contract and understand that information concerning such breaches may be shared between 
UN organisations. 

 
 

 



             

 

Section 3: Terms of Reference 
 

Development of the Botswana National Climate Change Policy and Comprehensive National Climate 

Change Strategy and Action Plan 

 



             

 

1.1 Background 

Botswana is embarking on a process of developing a Climate Change Policy and Institutional 
Framework which will be supported by a Strategy and Action Plan to operationalize the Policy. This 
is a two-step process that first develops the policy followed by the strategy and action plan. 
 
Climate change and climate variability already affect physical processes in Botswana, leading to 
changes in temperature, rainfall patterns, increased intensity and frequency of extreme weather 
events like droughts and floods. Furthermore, climate change is threatening a broad range of 
sectors, which include food production systems and therefore the livelihoods and food security of 
the Batswana. The country’s social and economic development objectives are at risk if climate 
change is not addressed. Botswana is a country of large geographical extent with different agro-
ecological zones and different economic activities. These will be affected by climate change in 
different ways, while different economic sectors also have different contributions to greenhouse gas 
emissions. At the policy level, Botswana is committed to a sustainable development and resilient 
pathway, being signatory to global conventions such as the UNFCCC, CBD, Agenda 21 and others. 
Recently, Botswana has also been leading African initiatives on sustainability, such as the African 
Sustainability Summit of 2012, and has endorsed the Sustainable Energy for All (SE4ALL) initiative. In 
its pursuit of national development, the country emphasizes economic diversification, broadening 
the base for its development and poverty reduction efforts. Attainment of these goals and 
aspirations depend, among other things, on the country’s ability to respond adequately to the 
challenge of climate change, which will involve a wide range of players and sectors in the country. 
 
Significant responses to climate change will be guided by a policy and action framework informed by 
climate change information, socio-economic and development trajectories, local experiences as well 
as existing policies, plans and institutional frameworks. In order to enhance investment that aims to 
reduce vulnerability and build the resilience of society and in line with the provisions of the United 
Nations Framework Convention on Climate Change (UNFCCC) and its implementing instrument – the 
Kyoto Protocol, the Government of Botswana is desirous of developing (1) a National Climate 
Change Policy (NCCP), and (2) a Comprehensive National Climate Change Strategy and Action Plan 
(NCCSAP) to implement the Policy.  
 

The Government of Botswana with support from the Common Market for Eastern and 
Southern Africa (COMESA), the United Nations Development Programme (UNDP) and other 
partners is urgently seeking for teams of consultants, firms or consortiums to undertake the 
task of developing the NCCP and the NCCSAP. 

2.0 Objectives of the assignment 

 

Development of a National Climate Change Policy and subsequently a comprehensive National 
Climate Change Strategy and Action Plan to implement the Policy to enable the country to address 
the challenges posed by climate change within the broader context of sustainable development. 

 



             

 

2.1. Scope of work and deliverables 

 

Scope of work 

Working with a multi-sectoral, inter- and multi-disciplinary teams, the Ministry of Environment, 

Wildlife and Tourism (MEWT) facilitated by the UNFCCC National Focal Point  (Department of 

Meteorological Services), the consultants will first develop a National Climate Change Policy (Task I) 

followed by a National Climate Change Strategy and Action Plan (Task II), based on the draft policy 

draft. The specific actions that will be undertaken under each task are: 

Task I: Climate Change Policy 

A: Climate change situational analysis 

 Identify likely climate change trends and scenarios for Botswana and their impacts 

 Summarize Botswana’s vulnerabilities to climate change by sector and geographical zones 

 Review Botswana’s contribution to GHG emissions overall and by sector 

 Identify gaps in scientific information 
 
B: Development of a Policy and Institutional Framework 

 Review existing sectoral policies, legislation and strategies in Botswana and highlight 
strengths and weaknesses relative to climate change and identify gaps. Make 
recommendations on areas that require to be revised so as to enhance implementation of 
adaptation and mitigation actions in the country. 

 Review of global policy framework and its implications for Botswana 

 Review the current institutional and technical capacity to enhance coordination and 
implementation of climate change actions, identifying strengths and weaknesses and make 
recommendations on areas for improvement. 

 Undertake national consultations to identify key issues/principles to guide policy 
formulation. 

 Prioritization of key sectors and geographical zones and necessary responses 

 Draft a National Climate Change Policy with clear policy directions on the efficient and cost 
effective institutional framework that will enhance coherent coordination of climate change 
activities in the country.  

Task II. National Climate Change Strategy and Action Plan 

A: Long Term Low Carbon Development Pathway/Strategy 

 Review the long term country economic outlook with a view to developing a conceptual 
framework of low carbon and climate resilient development pathway at national and sub-
national levels.  

 Identify barriers, challenges and other factors that would inhibit low carbon, climate 
resilient growth in Botswana. 



             

 

 Identify urgent short- and long-term quick win opportunities and activities that could feed 
into medium and long-term low carbon and climate resilient development investments in 
the country. 

 

B: National Adaptation Plan (NAP) 

 Review the national communications and other relevant national planning and project 
documents such as – thinking 2016 and the national development plans with a view to 
identify priority adaptation actions.  

 Review and document existing adaptation programmes and projects (some may not be 
labeled climate change yet they address adaptation) being implemented by different actors 
such as government, private sector, civil society organizations and local communities with a 
view to documenting experiences and best practices that could be up-scaled. 

 Review the existing adaptation programmes and projects by different actors in relation to 
regional and trans-boundary issues. 

 Identify priority adaptation actions that reduce vulnerability and build resilience building on 
the findings from (i), (ii) and (iii) above including other impact, vulnerability and adaptation 
assessments. 

 Review the capacity of national programmes to address poverty in the context of a changing 
climate   

 Develop a National Adaptation Plan (NAP) with clear performance indicators to assess the 
impact of adaptation actions and interventions, informed by: 

a.  the reviews above 

b. National development priorities and planning documents 

c. climate change and development scenarios 

d. outcomes of stakeholder consultations,  

 

C: Nationally Appropriate Mitigation Actions (NAMAs) 

 Identify priority NAMAs that require international support along with estimated costs and 
emission reductions and anticipated timeframes for implementation. 

 Identify priority domestically supported NAMAs being or to be implemented and the key 
sectors and/or programme-specific options and make recommendations on how to leverage 
private finance and investment. 

 Identify priority REDD+ readiness activities. 

 Develop national measurement, reporting and verification (MRV) for mitigation actions.  

 

D: Technology Development and Transfer 

 Review the technology transfer needs assessment (including evaluations of both alternative 
technologies and the definition of technology transfer priorities) with a view to identifying 
technology transfer needs priority areas.  

 Identify strategic partnerships that will enhance R&D and technology development and 
transfer. 



             

 

 Develop a technology action plan (covering all aspects relating to R&D; deployment, 
diffusion and transfer of technology including local/traditional/indigenous technologies; 
mechanisms for technology transfer; innovative financing; capacity building).  

 

E: Strategy for Communication, Knowledge Management and Capacity Development  

 Review the existing landscape of institutions and organizations involved in generation of 
climate change data, information and knowledge systems requisite for policy making and 
planning. 

 Prepare a roster of experts working on climate change in Botswana and their respective 
thematic areas and capacities.  

 Undertake institutional and technical strengths and needs assessment in particular, 
Designated National Authority (DNA), sectoral focal points, private sector organizations and 
civil society organizations with a view to developing a capacity development plan of action.  

 Develop a mechanism for climate change knowledge platform to facilitate sharing of climate 
information and knowledge (including protocol on sharing climate information).  

 Develop a climate change education, information and awareness plan.  

 Develop a comprehensive climate change communication strategy based on the 
communication needs of different stakeholders at different levels. 

 

F: Financial Mechanism 

 Review existing or potential models of climate funds, highlighting strengths and weaknesses 
with a view to designing a financial mechanism that will enable Botswana to access and 
disburse climate finance from different sources. 

 Review of the current institutional absorptive capacity to develop and manage climate 
finance, identifying strengths and any areas for improvement and make recommendations 
to inform the design.  

 Design a financial mechanism that has a Fund, eligibility criteria and investment plan 

 Develop a resource mobilization plan to capitalize the Fund to support adaptation and 
mitigation actions in Botswana.  

 

G: Any strategic initiatives for policy implementation  

 Depending on outcomes of consultations, propose any additional strategic initiatives to 
facilitate policy implementation. 

 
1. Expected Outputs 

The expected outputs are: (1) A National Climate Change Policy, and (2) A comprehensive National 
Climate Change Strategy and Action Plan to implement the Policy with the following milestones 
submitted to MEWT, COMESA and UNDP: 

 

a) An inception report (maximum 10 pages) highlighting the methodology to be used and a 
proposed timeline of activities within ten days of the start of the assignment by the 



             

 

consultants; 

b) A report of the consultations at the national and sub-national (districts) identifying key 
issues highlighted during the meetings;  

c) A draft Issue Paper highlighting the thematic elements of Task I and Task II outputs  

d) Monthly progress updates of 5 pages or less to be circulated to MEWT, Steering Committee, 
COMESA  and UNDP; and 

Final documents: (1) The National Climate Change Policy; and (2) A comprehensive National Climate 
Change Strategy and Action Plan to MEWT, COMESA and UNDP in hard copies and digital form. 

 

2.2. Degree of expertise and qualifications 

 

Capacity: The consultants should have highly recognized graduate degrees with demonstrated 

experience in undertaking Climate Change -related consultancies. 

Experience:  

 10 years demonstrable experience in formulating strategies, plans and policy documents in 
climate change-related fields and or mainstreaming cross-cutting issues into national plans 
and strategies; 

 Good understanding of climate change adaptation, mitigation and low carbon development 
issues  in the context of developing countries, as well as the current global scientific and 
policy discourse such as the IPCC and UNFCCC; 

 Broad general background in participatory methods and their relevance to climate change; 

 A good understanding of the impacts of climate change in the Southern Africa region, and in 
particular in Botswana. 

 Excellent project administration and management skills; 

Competencies: 

 Excellent analytical, coordination and organizational skills, in particular with experience in  
managing multi-disciplinary teams; 

 Excellent oral, and effective presentation/facilitation, communication and report-writing 
skills; and 

Ability to work with people from different backgrounds and inter-personal skills. 

 

2.3. Impact of results 



             

 

 

Enhanced capacity and awareness on climate change and variability as well as associated impacts 
and an improved coordination response to climate change issues. The Policy and Strategy and 
Action Plan will set out the national vision and road map for adaptation and mitigation and financing 
mechanism activities as pointed out by identified vulnerabilities and opportunities. 

 

2.4. Duration of assignment 

 

The consultancy shall be undertaken within a period not exceeding 11 months with effect from 01st 

December 2012. The draft policy, ready for government approval, shall be completed by 30 June 

2013, and the NCCSAP shall be completed by 31 October 2013. The consultancy will only proceed to 

Task II upon the successful completion of Task I. 

 

 

 
 

 



             

 

Section 4: Proposal Submission Form 

Must be duly completed by the Offeror and returned with the proposals 

 
 
The Resident Representative 
United Nations Building, Government Enclave 
Cnr. Khama Crescent and President's Drive 
P. O. Box 54 
Gaborone, Botswana 
 
Dear Sir/Madam, 
 
Having examined the Solicitation Documents, the receipt of which is hereby duly acknowledged, we, the 

undersigned, offer for Development of the Botswana National Climate Change Policy and Comprehensive 

National Climate Change Strategy and Action Plan for the sum as may be ascertained in accordance with 

the Price Schedule attached herewith and made part of this Proposal. 

We undertake, if our Proposal is accepted, to commence and complete delivery of all services specified in 
the contract within the time frame stipulated. We agree to abide by this Proposal for a period of 90 days 
from the date fixed for opening of Proposals in the Request for Proposal, and it shall remain binding upon us 
and may be accepted at any time before the expiration of that period. 
We understand that you are not bound to accept any Proposal you may receive. 
 
 
Dated this day/month ………………………………. of year …………………….. 
 
 

Signature ……………………………………………… 
 
 
(In the capacity of) 
 
 
……………………………………………………………………………………………………. 
 
Duly authorised to sign Proposal for and on behalf of:  
 
……………………………………………………………………………………………………….. 
 
Section 5: Price Schedule Form 

 



             

 

The Offeror is asked to prepare the Price Schedule as a separate envelope from the rest of the RFP response 

as indicated in Section D paragraph 14(b) of the Instruction to Offerors. 

All prices/rates quoted must be exclusive of all taxes, since UNDP is exempt from taxes as detailed in Section 

II, Clause 18. 

The Price Schedule must provide a detailed cost breakdown. Provide separate figures for each functional 

grouping or category. Estimates for cost-reimbursable items, if any such as travel and out of pocket expenses 

should be listed separately in the prices schedule. 

The rate applied for the core consultants that will serve as members of the team of consultants for the entire 
duration of the consultancy will be expected to be quoted in monthly fee. Short-term specialist service will 
be priced according to daily or weekly fee as appropriate. 

In case the total price exceeds the amount allocated, UNDP may negotiate with the successful Offeror to 

reduce the services based on the figures shown. Price evaluation will be made on the requirements of TOR 

only.  

 

Dated this day /month ………………………………. of year …………………….. 

 

 

 

Signature ……………………………………………… 
 
 

(In the capacity of) 

 

……………………………………………………………………………………………………. 

Duly authorised to sign Proposal for and on behalf of:  

……………………………………………………………………………………………………….. 

 

 



             

 

SAMPLE PRICE SCHEDULE 

The format shown below is indicative only, to assist Offerors in preparing the price schedules. The format 

includes specific expenditures which may or may not be required or applicable but are indicated to serve as 

examples. 

 

Description of Activity/Item Number 
of Staff 

Monthly/daily/
weekly rates 

Duration 
(Consultant 
days/hours/weeks) 

Estimated 
Total Amount 

1. Remuneration/Consultancy 
Fees 

    

1.1 Team Leader     

1.2 Other Team Members     

      

…      

1.  Software     

2.1 Software License Fees     

2.2      

2.3      

      

3.  Training & production of 
Manuals 

    

4 Hardware*     

4.1      

4.2      

4.3      

      

5. After Implementation 
Support for 12 months 

    

      

 Sub Total     

6 Other items     

….      

 Sub Total     

      

 Grand Total     

 
*NB: For hardware, please provide justification for proposing new equipment. 

 



             

 

OFFEROR CHECKLIST 

 

IMPORTANT NOTE TO OFFERORS: This checklist is provided to assist Offerors in addressing specific 

requirements identified in the RFP. Offerors are not required to use or return this form with their proposal. 

Completion of this form does not guarantee a declaration of responsiveness. 

Requirement CHECKLIST 

RFP 
reference 

Requirements Yes/No 

Section 1.C 
and 1.D 

Separate, sealed Technical and Financial Proposals submitted?  
 

 

Section 1.D Five (5) copies of the Technical and Financial Proposals clearly marked original or 
copy as appropriate submitted? 
 

 

Section 1.C; 
Section 4; 
Section 1.E; 

Proposal Submission Form attached to the RFP, contain the original signature of 
the individual authorized to legally bind the Offeror, and be within the original 
version of the technical proposal? 
 

 

Section 1.C; Proposal follows the following format? 
 
a)   Management plan 

This section should provide corporate orientation to include the year and 
state/country of incorporation and a brief description of the Offeror’s present 
activities. It should focus on services related to the Proposal. 
 
This section should also describe the organisational unit(s) that will become 
responsible for the contract, and the general management approach towards a 
project of this kind. The Offeror should comment on its experience in similar 
projects and identify the person(s) representing the Offeror in any future 
dealing with UNDP. 
 

b)   Resource plan 
This should fully explain the Offeror’s resources in terms of personnel and 
facilities necessary for the performance of this requirement. It should describe 
the Offeror’s current capabilities/facilities and any plans for their expansion. 

 
c)   Proposed methodology 

This section should demonstrate the Offeror’s responsiveness to the 
specification by identifying the specific components proposed, addressing the 
requirements as specified, point by point, providing a detailed description of 
the essential performance characteristics and demonstrating how the 

 



             

 

proposed methodology meets or exceeds the Terms of Reference. 
 

Section 1.C; Operational and technical part of the proposal DOES NOT contain any pricing 
information whatsoever? 

 

Section 1.E; Does the proposal include evidence of extended experience in the required 
assignment and/or similar work in the developing world and as described in the 
Terms of Reference (preferably supported by examples through past projects and 
contactable references)? 
 

 

Section 1.E; Does the proposal demonstrate the ability by the Offeror to meet the 
requirements as set out in each of the sections of the TOR, as well propose an 
expedient delivery schedule as per the Deliverables required? Does the Offeror 
demonstrate innovative approaches to further add value? 
 

 

Section 1.E; Does the proposal include information on the number of personnel to be assigned 
to this project together with their CVs and provide evidence that nominated 
persons have the ability to carry the required task as well as are able to liaise with 
the Reference Group to ensure an efficient and innovative process?  
 

 

Section 1.E; Does the proposal include a signed statement of availability by ALL personnel and 
no personnel services may be availed to competing Offerors? 
 

 

Section 5; Does the Financial Proposal include the requested Price Schedule Form duly signed 
by the authorized person? 
2 

 

Section 5; Does the Financial Proposal provide a detailed cost breakdown and separate 
figures for each functional grouping or category of costs? 
 

 

Section 5; Does the Financial Proposal estimate separately any possible reimbursable cost 
such as travel or out-of-pocket expenses? 
 

 

 

 


