Annex 2

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:	Nelly Perevertova
	Procurement Associate
	UNDP Kazakhstan

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, experience in «Organization of study tour to one of the CIS countries to learn the practice of initiating, conducting and monitoring government procurement of energy-efficient equipment»;
b) Legal documents – Registration documents, Tax Payment Certification, etc.
c) Financial report for the last 2 years: 2018-2019 - certificate of debts in the banks, tax and other organizations;
d) Reputation - a table / list of clients for similar services required by UNDP, description of the objectives of the contract, duration, contact details;
e) 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.
f) Qualified and experienced personnel (copies of diplomas, resumes, certificates, etc.).
g) At least three letters of recommendation from key clients over the past 2 years for similar services.


B. Proposed methodology of services providing 

	
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( percent)

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

	1
	Deliverable 1
Elaboration of an Action Plan and a training program for conduction a study tour to one of the CIS countries to learn the practice of initiating, conduction and monitoring government procurement of energy-efficient equipment, and follow up discussion with the Customer.
	  
	

	2
	Deliverable 2 
Hiring lecturers (with provision of documents to UNDP project, confirming their experience and qualifications). Rent of conference room and necessary equipment, printing materials.
Ensuring logistics for participants of 16 people from Kazakhstan (purchasing tickets, DSA and accommodation)
	
	

	3
	Deliverable 3
Organization of a 5-day study tour to one of the CIS countries for responsible specialists of Kazakhstan.
Based on the results of the work performed provision of final informational and analytical report in Power Point format.
	
	

	
	Total 
	100%
	



 Overall proposal for the provision of services in accordance with technical specifications and requirements:  
	Description of Activity
	Remuneration per Unit of Time
	Total Period of Engagement
	No. of Personnel
	Total Rate 

	I. Personnel Services (including salary and implementation of works based on theTOR)
	
	
	
	

	· Curriculum specialist
· Logistics specialist
	
	
	
	

	II. Logistics  Expenses
	
	
	
	

	III. Unplanned expenses (detailed description in case if any)
	
	
	
	

	IV. VAT (if applicable)
	
	
	
	

	Total amount (indicate the total amount of the services)
	
	
	
	


[bookmark: _GoBack]
