Annex2

FORM FOR SUBMITTING SERVICE PROVIDER’S  PROPOSAL[footnoteRef:1] [1:  This serves as a guide to the Service Provider in preparing the Proposal. ] 


(This Form must be submitted only using the Service Provider’s Official Letterhead/Stationery[footnoteRef:2]) [2:  Official Letterhead/Stationery must indicate contact details – addresses, email, phone and fax numbers – for verification purposes ] 



 [insert: Location].
[insert: Date]

To:	[insert: Name and Address of UNDP focal point]

Dear Sir/Madam:

We, the undersigned, hereby offer to render the following services to UNDP in conformity with the requirements defined in the RFP dated [specify date] , and all of its attachments, as well as the provisions of the UNDP General Contract Terms and Conditions:

A. Qualifications of the Service Provider


The Service Provider must describe and explain how and why they are the best entity that can deliver the requirements of UNDP by indicating the following: 

a) Profile – describing the nature of business, field of expertise, licenses, certifications, accreditations;
b) Business Licenses – Registration Papers, Tax Payment Certification, etc.
c) Latest Audited Financial Statement – income statement and balance sheet to indicate Its financial stability, liquidity, credit standing, and market reputation, etc. ;
d) Track Record – list of clients for similar services as those required by UNDP, indicating description of contract scope, contract duration, contract value, contact references;
e) Certificates and Accreditation – including Quality Certificates, Patent Registrations, Environmental Sustainability Certificates, etc.  
f) Written Self-Declaration that the company is not in the UN Security Council 1267/1989 List, UN Procurement Division List or Other UN Ineligibility List.


B. Proposed Methodology for the Completion of Services

	
The Service Provider must describe how it will address/deliver the demands of the RFP; providing a detailed description of the essential performance characteristics, reporting conditions and quality assurance mechanisms that will be put in place, while demonstrating that the proposed methodology will be appropriate to the local conditions and context of the work.




C. Qualifications of Key Personnel 


If required by the RFP, the Service Provider must provide:

a) Names and qualifications of the key personnel that will perform the services indicating who is Team Leader, who are supporting, etc.;
b) CVs demonstrating qualifications must be submitted if required by the RFP; and 
c) Written confirmation from each personnel that they are available for the entire duration of the contract.


D. Cost Breakdown per Deliverable*

	
	Deliverables
[list them as referred to in the RFP]
	Percentage of Total Price (Weight for payment)
	Price
(Lump Sum, All Inclusive)

	1
	Deliverable 1
	  
	

	2
	Deliverable 2
	
	

	3
	….
	
	

	
	Total 
	100%
	


*This shall be the basis of the payment tranches

E. Cost Breakdown by Cost Component [This is only an Example]:  
	Description of Activity
	Remuneration per Unit of Time
	Total Period of Engagement
	No. of Personnel
	Total Rate 

	I. Personnel Services 
	
	
	
	

	     1. Services from Home Office
	
	
	
	

	           a.  Expertise 1
	
	
	
	

	           b.  Expertise 2
	
	
	
	

	     2. Services from Field Offices
	
	
	
	

	           a .  Expertise 1
	
	
	
	

	           b.  Expertise 2 
	
	
	
	

	     3.  Services from Overseas
	
	
	
	

	          a.  Expertise 1
	
	
	
	

	          b.  Expertise 2
	
	
	
	

	II. Out of Pocket Expenses
	
	
	
	

	           1.  Travel Costs
	
	
	
	

	           2.  Daily Allowance
	
	
	
	

	           3.  Communications
	
	
	
	

	           4.  Reproduction
	
	
	
	

	           5.  Equipment Lease
	
	
	
	

	           6.  Others
	
	
	
	

	III. Other Related Costs
	
	
	
	



[Name and Signature of the Service Provider’s Authorized Person]
[Designation]
[Dat
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TABLE 1: Offer to Comply with Other Conditions and Related Requirements 

Table of required minimum qualification and functional criteria

Highlighted cells must but filled with “Yes” or “No”, if the answer is no, a clarification must be provided in the last column of the table.
Offerror MUST provide the needed documents and as indicated in the below table.

	No
	Description/ Conditions 
	Documents are Provided
Yes/ No
	Condition is accepted
Yes/ No
	If you cannot comply, pls. indicate counter proposal

	1. 
	Offer is Valid for 120 Days
	
	
	

	2. 
	Project to be completed within 9 Months from Contract Signature date
	
	
	

	3. 
	The company has A minimum of 5 years of experience in areas related to prevention of violent extremism, conflict prevention, social cohesion, etc
	
	
	

	4. 
	Registration documents to be provided at the time of submitting the proposal
	
	
	

	5. 
	Financial audit report for last 3 years to be provided at the time of submitting the proposal
	
	
	

	6. 
	Company profile documents to be provided at the time of submitting the proposal
	
	
	

	7. 
	CV for the allocated staff/ expertise to be provided at the time of submitting the proposal
	
	
	

	8. 
	Time Table for the implementation of the project is provided
	
	
	

	9. 
	Contractor agrees to deliver complete source code and all related required resources to UNDP.
	
	
	

	10. 
	Acceptance of all Provisions of the UNDP General Terms and Conditions (http://undp.by/en/undp/tenders/conditions/)
	
	
	




We confirm that our company is not included in the UN 1267/1989 List or the UN Ineligibility List, or in any and all of UNDP’s list of suspended and removed vendors 
All other information that we have not provided automatically implies our full compliance with the requirements, terms and conditions of the RFP.


Name of Bidder: 		________________________________
Authorized signature: 		________________________________
Name of authorized signatory:	________________________________
Functional Title:                       	________________________________
[bookmark: _GoBack]Date:				_____________________________
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COMPANY BACKGROUND INFORMATION


Each legal entity submitting proposal shall complete the Form:

	1
	Name of Legal Entity (Offeror): 

	2
	Nature of Business:

	3
	Legal Address: 

	4
	Telephone Number: 

	5
	E-mail Address: 

	6
	Country of Registration: 
	Year of Registration: 

	7
	Registration Certificate issued by (name of institution): 

	8
	Name and Position of the Head of Company/Organization: 

	9
	Company’s Contact Details (name, title, email and telephone number): 




. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 				. . . . . . . . . . . . . . . . . . . . . . . . . . 
                       Signature 						[in the capacity of] 



Duly authorized to sign the Company Background Information for and on behalf of _________________ 
       [Company Name] 


Company seal







27

