INDIVIDUAL CONSULTANT PROCUREMENT NOTICE                       [image: undplogo2]                                                                                                                                                                                        
                                                                                                                                                        Date:2 Sept 2020 
Reference: ETH1654Re                          

Services/Work Description:	Recruitment of National Consultant Development of Entrepreneurship Development Programme III (EDP III)

Project/Program Title: 	Entrepreneurship Development Programme – Ethiopia (EDP)
 
Post Title:	National Consultant

Duty Station: 			Addis Ababa,  

Duration: 			40 working days 

Expected Start Date:		September 2020

The United Nations Development Programme (UNDP) is currently implementing a project Entrepreneurship Development Programme – Ethiopia (EDP) that requires the services of an individual consultant to perform the work described in the corresponding TORs.  
Proposal should be submitted through the online eTendering system https://etendering.partneragencies.org  (search for Event ID ETH1654Re) as per the deadline indicated in the system itself. Detailed user guide on how to register in the system and submit the proposal are attached to this notice.  
Any request for clarification must be sent in writing, or by standard electronic communication to FT through info.procurementet@undp.org  .  UNDP will provide responses by uploading them in the system.
In consideration of your qualifications, we are hereby inviting you to submit an offer for this particular assignment.  To assist you in understanding the requirements of this assignment, we have attached hereto the following:  

a) The Terms of Reference for the assignment described above;
b) The standard Letter of Confirmation of Interest and Availability, which you must accomplish and submit to UNDP; and 
c) Breakdown of Costs template, to be filled to show the detail cost breakdown; 
d) P11 templet to be filled by the individual applicant;
e) The Individual Contract and its General Terms and Conditions, which you would be expected to sign in the event you are the selected Offeror in this procurement process.  
Interested individual consultants must submit the following documents/information to demonstrate their qualifications:
· Letter of presentation highlighting main qualifications and experience relevant to this TOR;
· CV;
· Copy of education certificate;
· Completed financial proposal.
FINANCIAL PROPOSAL
	· Lump sum contracts
The financial proposal shall specify a total lump sum amount of fee, 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 travel, per diems, and number of anticipated working days).





	Terms of reference 
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	GENERAL INFORMATION 

	Procurement Notice Ref. No.: ETH1654Re
Services/Work Description:     Development of Entrepreneurship Development Programme III (EDP III)
Project/Program Title:              Entrepreneurship Development Programme – Ethiopia (EDP)
Duty Station:                              Addis Ababa 
Type of the Contract:	           Individual contract (One national)
Duration:		           40  working days 
Expected Start Date:                 15 September 2020
 _______________________________________________________________________

REQUIRED DOCUMENTATION FROM CONTRACTOR 

	
	Letter of presentation highlighting main qualifications and experience relevant to this TOR  

	
	CV 

	
	Completed technical proposal 

	
	Completed financial proposal




	
I. BACKGROUND

The Entrepreneurship Development Programme (EDP), which started in February 2013, calibrates the Government’s medium-term development vision of transforming the economy from a predominately agrarian economy highly dependent on subsistence agriculture to one where the industrial sector plays a major role in domestic wealth and employment creation.  The EDP substantially helps stimulate private sector-led growth in manufacturing and services industries by improving competitiveness of existing MSEs and supporting growth of aspiring entrepreneurs so that micro and small enterprises can fully contribute to job creation, income-generation and eventually to economic growth. EDP came into existence through the partnership between the Ministry of Urban Development and Construction (MoUDC) through the Federal Urban Job Creations (FEUJCFSA) and the United Nations Development Program (UNDP) Ethiopia. After successfully completing the first phase of the program, government and UNDP launched the second phase of Entrepreneurship Development Program (EDP) in July 2017. The goal of the EDP II is to foster the emergence of a robust and competitive private sector through the development of the micro and small enterprise (MSE) sector. 
To support the implementation of the EDP and government’s efforts, an Entrepreneurship Development Centre (EDC) was opened in Addis Ababa in May 2013. To date, the EDC has provided entrepreneurship development training, training of trainers (TOT), training of business advisors, and provision of business development services (BDS) to entrepreneurs, and strategic stakeholder engagement and policy dialogues aimed at creating awareness and solutions to address institutional, policy and market constraints that inhibit establishment and growth of MSEs in Ethiopia. To expand its outreach, the EDC has opened regional offices in four cities - Bahir Dar, Mekelle, Hawassa, and Bishoftu - and Entrepreneurship Centers of Excellence in five selected public universities (Addis Ababa University, Adama Science and Technology University, Hawassa University, Bahir Dar University, and Mekelle University). 
The overall objective of the Entrepreneurship Development Centre (EDC) is to bring about a transformational Change through tapping into the creativity and ambition of the existing and aspiring Ethiopian entrepreneurs.  The Centre works towards unleashing the growth potential of micro-and small-scale enterprises through entrepreneurial skills training and provision of a comprehensive range of business development service.   
EDC has completed the implementation of the first phase of the program over the period February 2013 to June 2017 and on the tail of implementing the second phase of the program. The purpose of this call for the proposal is to engage consultants who shall develop the successor entrepreneurship development program, i.e., EDP II. 
II.  PURPOSE OF THE CONSULTANCY
The purpose of the consultancy is to develop a successor program to Entrepreneurship Development Program Two (EDP II).  
The Specific objectives include:
1. Undertake an assessment (albeit baseline assessment) to determine the current state of the entrepreneurship environment for micro, small and medium enterprises (MSMEs); 
2. Review the performance of current entrepreneurs and identify binding constraints that inhibit their growth and development, especially for micro- and small-scale enterprises;
3. Identify industries (sectors and economic activities) having high prospects for inclusive growth and sustainability for women and youth entrepreneurs that provides opportunity for start-up and development of new small businesses; 
4. Identify value chain activities that have a comparative advantage for women and youth entrepreneurs including a comprehensive analysis of the selected supply chains;
5. Assess the policy, legal, programmatic and systemic challenges to entrepreneurship development for women and youth, including the sustainability of new businesses and the ability for them to create new jobs.
6. To develop a programme document for EDP III
III.  SCOPE AND  RESPONSIBILITIES OF THE CONSULTANTS

The consultants will be responsible for the preparation of a Project Document for EDC III consistent with UNDP quality standards and criteria. The national consultant will have an assistance role to the international consultant to deliver the expected program document preparation output detailed in this TOR. The program document is expected to entail among others outcome, outputs, activities and time frame to be implemented in the period 2021-25 and need to be aligned with the Country Program Document (CPD) of 2021-25.    The program document needs to be comprehensive for the period 2021-25 for strategically aligning UNDP’s engagement of support with the Government inclusive and sustainable development agenda in line with UNDP’s Strategic Plan and Country Programme Document (CPD). 
Under the overall guidance of the Entrepreneurship Development and UNDP  Programme Manager, the consultants will address, but not limited to, the following key points:
· Review relevant policy documents and conduct an extensive desk review on the subject matter;
· Conduct entrepreneurs focus group discussions and have meetings with relevant entrepreneurship stakeholders such as Ministry of Trade and Industry (MoTI), Federal Urban Job Creations and Food Security (FEUJCFSA), Ministry of Urban Development and Construction (MoUDC), Job Creation Commission (JCC), Chambers of Commerce and Sectoral Associations, Women Entrepreneurs Associations, UNDP, EDC, and other relevant organizations identified by UNDP and EDC or the consultants;
· Collect, collate and analyze all the information from desk review and stakeholder visits to develop a draft report;
· Design a project document focusing on economic empowerment initiatives that will be a successor to EDP II;
· Summarize findings from stakeholders’ engagement meetings and desk review as a successor program to EDP II; 
· Provide possible recommendations.
The preparation of the Project Document will include quality control and final formulation of the following indicative sections of a UNDP -compliant dossier.
· Development Challenge (Situation Analysis):  
· Strategy: these may include country ownership, project rationale and policy conformity, design principles and strategic considerations, theory of change
· Results and Partnership: these include the following
· Expected Result
· Resource Required achieving the expected result (Total Budget and Work Plan
· Partnership
· Risks and Assumptions in the execution
· Stakeholders Engagement
· South-South & Triangular Cooperation
· Knowledge
· Sustainability and Scaling up
· Program Management: these include the following
· Cost efficiency and Effectiveness
· Project Management
· M&E Framework
· Results Framework
· Monitoring and Evaluation
· Governance and Management Arrangement
· Legal Context and Risk Management
· Environmental and social safeguards, including gender analysis and action plan
· Annexes
· Risk Analysis log
· References
· Key assessment reports
· Capacity assessments
· Terms of Reference for Project staff and main consultants and sub-contracts
· Stakeholder involvement Plan
· Gender Action Plan
The above sections are indicative; as templates may be subject to change, the consultants under the leadership of the international consultant will be required to obtain guidance from the UNDP CO IGSD unit on applicable formats and templates to ensure that the work is compliant with UNDP standards and criteria. It is required to compile baseline/situational analysis for the full-size project. This will include a precise definition of baseline projects, activities, budgets, goals and co-financial links to the outcomes; definition of incremental value per outcome and output; and presentation of results of the incremental cost-analysis in matrices as appropriate.

IV. EXPECTED OUTPUT OF THE ASSIGNMENT

The consultants under the leadership of the international consultant will deliver Project Document for EDP III as a continuation of EDP III consistent with UNDP quality standards and during the period of the consultancy. In order to ensure the final delivery output, the process will be monitored through two milestones: Inception report and draft report thereby stakeholders will get the opportunity to comment.

V. METHODOLOGY

The assignment is required to be undertaken by an international consultant leadership assisted by one local consultant assistantship. The consultant should have adequate knowledge and experience on the desired areas through practical program document preparation and/or management. 

The consultants led by the international consultant will be expected to carry out this assignment by: 
· Review and analysis of available documents including previous program documents, country program document, sector’s plan, SMEs development plan, the previous program evaluation reports etc…
· Review relevant policy documents and conduct an extensive desk review on the subject matter;
· [bookmark: _Hlk46840651]Conduct entrepreneurs focus group discussions and have meetings with relevant entrepreneurship stakeholders such as Ministry of Trade and Industry (MoTI), Federal Urban Job Creations and Food Security (FEUJCFSA), Ministry of Urban Development and Construction (MoUDC), Job Creation Commission (JCC), Chambers of Commerce and Sectoral Associations, Women Entrepreneurs Associations,  UNDP, EDC, revenant financial institutions, TVETs, participating universities,  and other pertinent  organizations identified by UNDP and EDC or the consultants;
· Collect, collate and analyze all the information from desk review and stakeholder visits;
· Summarize findings from stakeholders’ engagement meetings and desk review as a successor program to EDP II; 
· Ensuring the preparation of the gender analysis and ensure its findings are meaningfully integrated into the project’s strategy, theory of change and results framework;
· Ensuring action points, including risk assessments, from the UNDP Social and Environmental Screening Procedure (SESP) 
· Ensuring completion of any additional studies that are determined to be needed for the preparation of the Program Document and all other final outputs.
· Developing, presenting and articulating the project’s theory of change; the theory of change is to be designed to help the programme respond to current and emerging challenges 
· Developing the Results Framework in line with UNDP policy;
· Developing a detailed Monitoring and Evaluation Plan and Budget
While this is indicative, it is anticipated that the consultants to design appropriate methodologies using the knowledge and experience to carry out the assignment at the required level. 
VI. DURATION OF CONSULTANCY AND TIMEFRAME
It is expected that all the consultancy services would be undertaken in 40 working days, as per the following timeframe:
	#
	Main Activity
	Working Days Assigned

	1
	Inception report (including Policy document and desk review )  detailing the understanding of the assignment, methodology, timeframe, expected deliverables. This also include any research to be conducted, stakeholder consultation and focus group discussion identification
	8

	2
	Debriefing on the methodology, stakeholder consultation, timeframe to the consultation including regions, and expected deliverables, 
	1

	2
	Focus group discussions and consultations with key stakeholders 
	12

	3
	Analysis and design draft EDP III project document including submission 
	13

	4
	Conducting workshop for presenting the draft report and gather comments from stakeholder
	1

	4
	Final EDP Program document preparation and submission
	7

	
	Total Working Days Required:
	40 days




VII.  IMPLEMENTATION ARRANGEMENTS
The consultant will be recruited under the UNDP terms and conditions, applicable to the short-term SSA contract holders, and undertake the assigned tasks and responsibilities under the direct supervision of the programme manager in UNDP and the national programme coordinator, in collaboration with the Team Leader of Inclusive Growth and Sustainable Development, other UNDP Units, FeUJCFSA, EDC, and other key stakeholders at federal, regional and local levels. 
Regarding logistics and administration in Ethiopia, the UNDP Program Manager and the Entrepreneurship Development Centre will support the recruited consultant. S/he will also provide support with regard to communication and appointment with the stakeholders and other related arrangements. The recruited consultant is required to be a team player with the ability to maintain good working relationship before and during the assignment period. The recruited consultant is required to arrange logistics including transportation and accommodation for him/herself. 
VIII. PAYMENT MILESTONES AND AUTHORITY

The prospective consultant shall indicate the cost of services for each deliverable in US dollars all-inclusive[footnoteRef:1] lump-sum contract amount when applying for this consultancy. The consultant will be paid only after the approving authority confirms the successful completion of each deliverable as stipulated hereunder. The consultant shall receive his/her lump sum service fees upon certification of the completed tasks satisfactorily, as per the following payment schedule: [1:  The term “All inclusive” implies that all costs (professional fees, international travel costs, living allowances, communications, consumables, etc.) that could possibly be incurred by the Contractor are already factored into the final amounts submitted in the proposal.] 


	Payments
	Deliverables
	Approval Should be Obtained
	Percentage of Payment

	1st Instalment
	Upon submission and approval of inception report detailing the understanding of the assignment, methodology, timeframe, expected deliverables. This also include any research to be conducted, stakeholder consultation and focus group discussion 
	UNDP Team Leader
	10%

	2nd Instalment
	Upon submission and approval of complete draft report: full program document as per the agreed up on content list
	UNDP Team Leader
	30%

	3rd Instalment
	Upon completion of validation workshop and submission and approval of final report
	UNDP Team Leader
	60%



IX. CONSULTANT QUALIFICATION CRITERIA 

The Consultant should be an expert with experience and exposure to program document preparation and well versed on the interventions the program document intends to entail. 

The consultant should have the following qualifications and experience:
A. Education: 
Master’s Degree in economics, business studies, social sciences, or development related fields. PhD is an asset
B.  Experience and Skills: 
· Minimum 10 years of relevant work experience in program design and management and preferable in similar context and assignments
· Proven knowledge and experience related to entrepreneurship development.
· Demonstrated experience in undertaking a nation-wide research study and report development of high standards. 
· Exposure to or understanding of the Ethiopia’s socio-economic contexts is an asset. 
· Sound understanding of the national and international development policies, strategies and programmes, and their implementation issues and challenges.
· Familiarity with Ethiopian Entrepreneurship Development Program (EDP) and UNCTAD’s Empretec business model is a plus. 
· Analytical skills and experience in developing assessment reports of high standards.
· Working experience and familiarity with the development efforts of the international development partners, especially UN agencies and NGOs.
· Full proficiency in using computer software, such as Microsoft Office.
C.  Functional Competencies
· Outstanding communication skills in English 
· Positive and constructive approaches to work with energy
· Demonstrate openness to change and ability to receive and integrate feedback
· Excellent written and verbal communication skills
· Strong time management and meet established timelines.
D. Language and Other Skills
· Excellent knowledge of English, including the ability to write reports clearly and concisely and to set out a coherent argument in presentation and group interactions
· Capacity to facilitate and communicate with different stakeholders 
· Computer skills: full command of Microsoft applications (word, excel, PowerPoint) and common internet applications

X. CRITERIA FOR SELECTING THE BEST OFFER 

Upon the advertisement of the procurement notice, qualified individual consultant is expected to submit both technical and financial proposals. Accordingly, individual consultant will be evaluated based on cumulative analysis as per the following scenario:

· Responsive/compliant/acceptable, and
· Having received the highest score out of a pre-determined set of weighted technical and financial criteria specific to the solicitation. In this regard, the respective weight of the proposals are:
a. Technical Criteria weight is 70%
b. Financial Criteria weight is 30%

	Criteria
	Weight
	Max. Point

	Technical Competence (based on CV, Proposal and interview (if required))
	70%
	100

	· Criteria a. Educational relevance: close fit to post              
	
	10 pts

	· Criteria b. Understanding the scope of work and organization of the proposal
	
	50 pts

	· Criteria c. Experience  of  similar assignment
	
	30 pts

	· Criteria d. Previous work experience in Africa/ Ethiopia
	
	10 pts

	Financial (Lower Offer/Offer*100)
	30%
	30

	Total Score 
	Technical Score  * 70% + Financial Score * 30%



IX. CONFIDENTIALITY, PROPRIETARY INTERESTS AND EVALUATION ETHICS
The consultant shall not either during the term or after termination of the assignment, disclose any proprietary or confidential information related to the consultancy or the government without prior written consent. Proprietary interests on all materials and documents prepared by the consultants under the assignment shall become and remain properties of UNDP. In addition, the consultants are required to conduct the review in compliance with the principles specified in the two documents by the United Nations Evaluation Group (UNEG): (1) ‘Norms for Evaluations in the UN System[footnoteRef:2]’and (2) ‘Standards for Evaluations in the UN System[footnoteRef:3]’. [2:  Link: http://unevaluation.org/unegnorms]  [3:  Link: http://unevaluation.org/unegstandards] 
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Cover Letter 

Date: [insert date]
To:     	United Nations Development Programme 
	Addis Ababa, Ethiopia

Dear Sir/Madam:

Having examined the Solicitation Documents, the receipt of which is hereby duly acknowledged, I, the undersigned, offer to provide Individual Consulting services [insert the description of the profession/activity for project/programme/office] as may be ascertained in accordance with the Price Schedule attached herewith and made part of this Proposal.

I undertake, if my Proposal is accepted, to commence and complete delivery of all services specified in the contract within the time frame stipulated in the Terms of Reference (ToR).

I agree to abide by this Proposal for a period of 120 days from the date fixed for opening of Proposals in the Individual Consultant Procurement Notice, and it shall remain binding upon us and may be accepted at any time before the expiration of that period.

I understand that you are not bound to accept any Proposal you may receive.


Full Name: 	     	 


Signature: 	______________________

Date Signed:      



Statement of Declaration 

Date: [insert date]
To:     	United Nations Development Programme 
	Addis Ababa, Ethiopia

Dear Sir/Madam:

I, the undersigned, hereby offer to provide consultancy services for [insert: title of services] in accordance with your IC Procurement Notice dated [insert: Date] and our Proposal. I hereby submitting the Proposal, which includes the Technical Proposal and Financial Proposal sealed under a separate envelope.

In this regard, I hereby declare that:
i. All the information and statements made in this Proposal are true and I accept that any misrepresentation contained in it may lead to our disqualification; 
ii. I am currently not on the removed or suspended vendor list of the UN or other such lists of other UN agencies, nor are we associated with, any company or individual appearing on the 1267/1989 list of the UN Security Council;
iii. I have no outstanding bankruptcy or pending litigation or any legal action that could impair my consultancy service; and 
iv. I do not employ, nor anticipate employing, any person who is or was recently employed by the UN or UNDP.

I undertake, if the Proposal is accepted, to initiate the consultancy services just after contract agreement is duly signed.

I fully understand and recognize that UNDP is not bound to accept this proposal, that I shall bear all costs associated with its preparation and submission, and that UNDP will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the evaluation.
	
Yours sincerely,


Full Name: 	     	 


Signature: 	______________________

Date Signed:      


TECHNICAL PROPOSAL SUBMISSION FORM 

1.1 Letter of Motivation  
· Briefly explain why you are the most suitable for the consultancy service you applied for. 

1.2 Proposed Methodology for the Completion of Consultancy Services
The consultant must describe how it will address/deliver: 
· A detailed approach and/or methodology you plan to apply or conduct the to meet the demands of the ToR; 
· Providing a detailed description of the essential performance characteristics (if any);
· Implementation timeline and/or work plan using the proposed methodology/approach. It shall be supported by Gantt Chart
· Any other information pertinent to it.

1.3 Past experience in similar projects and/or consultancy services
The consultant must describe and indicate: 
· Track Record – list of clients for similar consultancy services and/or projects as those required by UNDP, indicating description of contract scope, contract duration, contract value, contact references including email address as indicated in the following template:
Track Record and Experience 
	No.
	Client 
	Contact Value in US$ 
	Period of activity 
	Types of activities and/or Operations 
	Status or Date Completed
	References Contact Details (Name, Title – Mr., Mrs., Dr. to properly address, Phone, Email

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	
	
	
	
	
	
	


* Be sure the correct email address is/are indicated

1.4 Implementation Timelines: 
· The Proposer shall submit a Gantt Chart or Project Schedule indicating the detailed sequence of activities that will be undertaken and their corresponding timing.

1.5 List of Personal Referees  
· List of at least three personal referees in terms of their title (position), where they work, email, and telephone address as indicated in the following template:
	No.
	Name of Personal Referee 
	Name of the Organization
	Title and/or Position
	Email address with alternative (if any)
	Telephone 

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	
	
	
	
	
	



1.6 Bank Reference Details   
In case of winning the designated IC contract, I hereby authorizes UNDP Ethiopia to effect all payments through the following Bank. I will provide Account Number and further detail for bank wiring upon contract award.
	Name of the Bank:
	[insert here]

	Branch Name:
	[insert here]

	Bank Address: 
	City: 			[insert here]
State/Province:	[insert here] 
Country: 		[insert here]
Postal Code:		[insert here]
Bank Contact Email:  [insert here]

	Account Type:
	|_| Checking 
|_| Savings


          Note: Double click on the respective Check Box and click checked in the dialogue box of your choice. 

Annex “a”


OFFEROR’S LETTER TO UNDP
CONFIRMING INTEREST AND AVAILABILITY 
FOR THE INDIVIDUAL CONTRACTOR (IC) ASSIGNMENT 

Date:  [Insert Date Filling the Form] 
United Nations Development Programme 
Addis Ababa, Ethiopia

Dear Sir/Madam,

I hereby declare that:

a) I have read, understood and hereby accept the Terms of Reference (ToR) describing the duties and responsibilities of [indicate title of assignment] under the [state project title];

b) I have also read, understood and hereby accept UNDP’s General Conditions of Contract for the Services of the Individual Contractors attached hereto as Annex IV;
 
c) I hereby propose my services and I confirm my interest in performing the assignment through the submission of my CV or Personal History Form (P11) which I have duly signed and attached hereto as Annex “b”;

d) In compliance with the requirements of the Terms of Reference (ToR), I  hereby confirm that I am available for the entire duration of the assignment, and I shall perform the services in the manner described in my proposed approach/methodology which I have attached hereto as Annex “a”;

e) I hereby propose to complete the services based on the following payment rate on the prescribed format which I have attached hereto as Annex III: 
	|_| 	A total lump-sum amount as stated in the Financial Proposal which will be payable in the manner described in the Terms of Reference (ToR).

f) For your evaluation, the breakdown of the abovementioned all-inclusive amount is attached hereto as Annex III;

g) I recognize that the payment of the abovementioned amounts due to me shall be based on my delivery of outputs within the timeframe specified in the ToR, which shall be subject to UNDP's review, acceptance and payment certification procedures;

h) This offer shall remain valid for a total period of 120 days after the submission deadline; 

i) I confirm that I have no first degree relative (mother, father, son, daughter, spouse/partner, brother or sister) currently employed with any UN agency or office [disclose the name of the relative, the UN office employing the relative, and the relationship if, any such relationship exists];

j) If I am selected for this assignment, I shall [Double click on the Check Box and click checked in the dialogue box]:
	|_|	Sign an Individual Contract (IC) with UNDP; 
	|_|	Request my employer [state name of company/organization/institution] to sign with UNDP a 	Reimbursable Loan Agreement (RLA), for and on my behalf. The contact person and details 	of my employer for this purpose are as follows:
	Description
	Contact Details

	Legal Name of Organization:
	     

	Business Address:
	     

	Full Name of Official Contract Signatory:
	     

	Title/Post:
	     

	email address:
	     

	Tel.
	     



k) I hereby confirm that [Double click on the Check Box and click checked in the dialogue box]:
	|_|	At the time of this submission, I have no active Individual Contract or any form of 			engagement with any Business Unit of UNDP; 
	|_|	I am currently engaged with UNDP and/or other entities for the following work:

	
Assignment
	
Contract Type
	UNDP Business Unit / Name of Institution/Company
	
Contract Duration
	
Contract Amount

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	|_|	I am also anticipating conclusion of the following work from UNDP and/or other entities 		for which I 	have submitted a proposal:

	
Assignment
	
Contract Type 
	Name of Institution/ Company
	
Contract Duration
	
Contract Amount

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



l) I fully understand and recognize that UNDP is not bound to accept this proposal, and I also understand and accept that I shall bear all costs associated with its preparation and submission and that UNDP will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the selection process.
m) If you are a former staff member of the United Nations recently separated, pls. add this section to your letter: I hereby confirm that I have complied with the minimum break in service required before I can be eligible for an Individual Contract.  
n) I also fully understand that, if I am engaged as an Individual Contractor, I have no expectations nor entitlements whatsoever to be re-instated or re-employed as a staff member.  

Full Name: 	     	 


Signature: 	______________________

Date Signed:      


Documentation Checklist
 
 
	SN
	Documentation Requirement 
	Yes
	No
	If “No” Reason 

	1
	Prepared Technical Proposal as per the prescribed template 
	|_|
	|_|
	

	2
	Prepared All-Inclusive[footnoteRef:4] Financial Proposal as per the Template to be sent in a Separate File [4:  The term “All inclusive” implies that all costs (professional fees, travel costs, living allowances, communications, consumables, etc.) that could possibly be incurred by the Contractor are already factored into the final amounts submitted in the proposal] 

	|_|
	|_|
	

	3
	Fulfil the Minimum Required Educational Qualification in the Relevant Area of Specialization as indicated in the ToR
	|_|
	|_|
	

	4
	Fulfill the Minimum Required  Relevant Work Experience as requested under Years of Experience in the ToR
	|_|
	|_|
	

	5
	Compiled the Bank Reference Details in the Prescribed Table  
	|_|
	|_|
	

	6
	Annexed the Duly Signed Offeror’s Letter to UNDP Confirming Interest and Availability (use the template hereto) (as part of Annex a)
	|_|
	|_|
	

	7
	Annexed the Duly Signed Personal CV (as part of Annex b)
	|_|
	|_|
	

	8
	If I am selected for this assignment, I shall Sign an Individual Contract (IC) with UNDP
	
	
	

	9
	I hereby confirm that At the time of this submission, I have no active Individual Contract or any form of engagement with any Business Unit of UNDP
	|_|
	|_|
	

	10
	I am a former staff member of the United Nations who recently separated, I hereby confirm that I have complied with the minimum break in service required before I can be eligible for this Individual Contract (IC).
	|_|
	|_|
	

	11
	I am 62 years old or above thus would like to confirm my willingness to go through a full medical exam including x-rays at my own cost from UN recognized medical Center  
	|_|
	|_|
	

	12
	Accepted all provisions of Individual Contract (IC) General Terms and Conditions (GTC) attached hereto
	|_|
	|_|
	


Note: Double click on the respective Check Box and click checked in the dialogue box of your choice.
All other information and documentations that we have not provided automatically implies our fully compliance with the requirements, terms and conditions of the IC.

Full Name: 	     	 


Signature: 	______________________

Date Signed:      		
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FINANCIAL PROPOSAL 
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Cover Letter 


To:     	United Nations Development Programme 
	Addis Ababa, Ethiopia

Dear Sir/Madam:

Having examined the Solicitation Documents, the receipt of which is hereby duly acknowledged, I, the undersigned, offer to provide Individual Consulting services [insert the description of the profession/activity for project/programme/office] for the lump-sum amount of [insert the lump- sum amount in figures and words including the currency] as may be ascertained in accordance with the Price Schedule attached herewith and made part of this Proposal.

I undertake, if my Proposal is accepted, to commence and complete delivery of all services specified in the contract within the time frame stipulated in the Terms of Reference (ToR).

I agree to abide by this Proposal for a period of 120 days from the date fixed for opening of Proposals in the Individual Consultant Procurement Notice, and it shall remain binding upon us and may be accepted at any time before the expiration of that period.

I understand that you are not bound to accept any Proposal you may receive.


Full Name: 	     	 


Signature: 	______________________

Date Signed:      





FINANCIAL PROPOSAL SUBMISSION FORM[footnoteRef:5]  [5:  The Financial Proposal Submission Template must be used with No Conditional Statement  ] 

Directions:
a. The financial proposal shall specify a lump-sum amount (including professional fee, travel, per diems, and other relevant expenses and/or costs for number of anticipated working days) which UNDP Ethiopia Country Office will be obligated to pay to Prospect Individual Contractor (IC) upon Contract Award and successful completion of the consultancy assignment. 
b. Do not include any conditional statement(s) about your financial lump-sum amount and partial financial quotation is also not allowed.
c. Payments are based upon output, i.e. upon specific and measurable (qualitative and quantitative) deliverables (as indicated in Section II hereunder) of the services specified in the ToR.
d. Failing to submit one of the two Sections hereunder and/or incomplete information will make the proposal automatically disqualified. 
e. You must send your duly signed Financial proposal separately from Technical Proposal in a PDF FORMAT

I. BREAKDOWN OF COST BY COMPONENTS: 
	Cost Components
	Unit Cost
(Rate)
	Quantity
(No. of days)
	Total 
(in ETB)


	Personnel Costs 
	
	
	

	Professional Fees
	
	
	

	Life Insurance [if you find it applicable] 
	
	
	

	Medical Insurance [if you find it applicable] 
	
	
	

	Communications [if you find it applicable] 
	
	
	

	Land Transportation [if you find it applicable]
	
	
	

	Others [pls. specify]
	
	
	

	
	
	
	

	Travel Expenses to Join duty station
	
	
	

	Round Trip Airfares to and from duty station [if you find it applicable]
	
	
	

	Living Allowance [if you find it applicable]
	
	
	

	Travel Insurance [if you find it applicable]  
	
	
	

	Terminal Expenses [if you find it applicable]
	
	
	

	Others [pls. specify]
	
	
	

	
	
	
	

	Duty Travel 
	
	
	

	Round Trip Airfares [if you find it applicable]
	
	
	

	Living Allowance [if you find it applicable]
	
	
	

	Travel Insurance [if you find it applicable] 
	
	
	

	Terminal Expenses [if you find it applicable]
	
	
	

	Others [pls. specify]
	
	
	

	
	
	
	

	
All-inclusive Lump-sum Contract Amount  
	

	

	



*The above format includes specific expenditures, which may or may not be required or applicable but are indicated to serve as examples.
*Travel expenses including all travel to join duty station/repatriation travel. Travel costs exceeding those of an economy class ticket are not covered by UNDP.
*Perdium /Living Allowance per day shall not exceed UNDP/UN Daily Subsistence Allowance (DSA) Rates for ETHIOPIA/ADDIS ABABA as a DUTY STATION. Please refer to the respective Monthly Circulars from the following link:  http://www.ph.undp.org/content/philippines/en/home/operations/undp-un-dsa-rates.html  

Amount in Words: [Insert the total amount in words]
II. BREAKDOWN OF COST BY DELIVERABLES*
The Proposers are requested to provide the cost breakdown for the above given prices for each deliverable based on the following format. UNDP shall use the cost breakdown for the price reasonability assessment purposes as well as the calculation of price in the event that both parties have agreed to add new deliverables to the scope of Services.

	
No.
	Deliverables 
Payment Milestones 

	Percentage of Total Price
 (Weight for payment)
	Amount 
in ETB


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
All-inclusive Lump-sum Contract Amount  
	
100%
	



*Basis for payment tranches
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