Annex 2

FORM FOR SUBMITTING SERVICE PROVIDER’S 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:	UNDP Turkey CO Office, Yıldız Kule 21st Floor, Yukarı Dikmen Mah, Turan Güneş Bulvarı, No:106, Cankaya, Ankara, 06550 Turkey
Focal Point: Çağlar Selçuk, Procurement Officer

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 October 30, 2020 with Ref. UNDP-TUR-RFP(CRRP)-2020/13, 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 Proposer shall submit copies of following documents to demonstrate eligibility and expertise:

a) Profile – describing the nature of business, field of expertise, licenses, certifications, accreditations
b) Trade Registry Gazette: demonstrating establishment of the Company
c) Chamber Registry Certificate 
d) Authority to sign: notarized signature statement or signature circular or power of attorney
e) Track Record – list of clients for similar services as those required by UNDP, indicating description of contract scope, contract duration, contract value, contact references. Work completion certificates shall be provided for the references to meet qualification criteria. 
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; 
a) Understanding of the requirement: Have the important aspects of the task been addressed in sufficient detail? Are the different components of the project adequately weighted relative to one another? 
b) Description of the Offeror’s approach and methodology for meeting or exceeding the requirements of the Terms of Reference.
c) Implementation plan showing the timeline of the activities and allocated working days for each staff (Team Leader, trainers, mentors, assistant experts, etc.) 
d) A detailed description of the essential performance characteristics, reporting conditions and quality assurance mechanisms that will be put in place.



C. Qualifications of Key Personnel 


The Service Provider must provide :

a) Names and qualifications of the personnel that will perform the services indicating proposed roles and responsibilities for each personnel etc.;
b) CVs demonstrating qualifications must be submitted; and 
c) Written confirmation from each personnel that they are available for the entire duration of the contract along with at least 2 references from their previous experiences.

Proposers shall use following template for CV Submission:

Format for CV of Proposed Key Personnel
	Name of Personnel
	[Insert]

	Position for this assignment
	[Insert]

	Birth Date 
	[Insert]

	Nationality
	[Insert]

	Language proficiency 
	[Insert]

	Education/ Qualifications
	[Summarize college/university and other specialized education of personnel member, giving names of schools, dates attended, and degrees/qualifications obtained.]

	
	[Insert]

	Professional certifications
	[Provide details of professional certifications relevant to the scope of services]

	
	· Name of institution: [Insert]
· Date of certification: [Insert]

	Employment Record/ Experience

	[List all positions held by personnel (starting with present position, list in reverse order), giving dates (month.year-moth.year), names of employing organization, description of project or works, your duties and responsibilities, title of position held, location of employment and any other information or professional experience considered pertinent for this assignment.]

	
	[Insert]

	References

	[Provide names, addresses, phone and email contact information for two (2) references]

	
	Reference 1: 
[Insert]

Reference 2:
[Insert]


D. Financial Proposal
We, the undersigned, offer to provide the services for “Technical Support to Local Businesses and One-on-One Consultancy to SMEs in Fragile Sectors” in accordance with your Request for Ref  No. UNDP-TUR-RFP(CRRP)-2020/13 and our Proposal.  We are hereby submitting our Financial Proposal.

Our Proposal shall be valid and remain binding upon us for the period of 90 days following the proposal submission date. 
Currency of the proposal: Turkish Liras (TRY)

Table 1: Summary of Overall Prices
	
	Total Amount(s) (TRY)

	Professional Fees (from Table 2)
	

	Total Amount of Financial Proposal
	


 
Table 2: Bearkdown of Professional Fees
	Position
	Fee Rate (TRY)
	Total Number of Working Days
	Amount (TRY)

	
	A
	B
	C=A*B

	Team Leader
	
	
	

	Trainer[footnoteRef:3] [3:  1 (one) working day is equal to 8 hours training for trainers. ] 

	
	
	

	Mentor
	
	
	

	Assistant Expert
	
	
	

	Sub-total of Professional Fees (TRY)
	



Table 3 : Breakdown of Price per Delivery/Activity
	Activity No-1: Meetings/Interviews held with the Development Agencies, SMEs and sector representatives in selected provinces and Trainings Needs Assessment prepared

Deliverable No-1: Trainings Needs Assessment Report

	Price Item
	Unit Price in TRY
 (A)
	Total Working Days 
(B)
	Total in TRY
(A*B)

	Team Leader
	
	
	

	Trainer
	
	
	

	Sub-total for Activity No-1 and Deliverable No-1
	

	

	Activity No-2: Preparation of training content, curriculum, identification of the target group etc.

Deliverable No-2: Identification Report on the Training Programmes

	Price Item
	Unit Price in TRY
(A)
	Total Working Days
(B)
	Total in TRY
(A*B)

	Team Leader
	
	
	

	Trainer
	
	
	

	Sub-total for Activity No-2 and Deliverable No-2
	

	

	Activity No-3: 
· Preparation of training activity plan including implementation method, time and location details etc.
· Design and preparation of training materials, 
· Preparation of the online application form,
· Conducting outreach activities and finalization of the application process,

Deliverable No-3: Activity Plan of the Training Programmes

	Price Item
	Unit Price in TRY
(A)
	Total Working Days
(B)
	Total in TRY
(A*B)

	Team Leader
	
	
	

	Trainer
	
	
	

	Sub-total for Activity No-3 and Deliverable No-3
	

	

	Activity No-4: Conducting training programmes 

Deliverable No-4: Training Programme Monitoring and Evaluation Report

	Price Item
	Unit Price in TRY
(A)
	Total Working Days
(B)
	Total in TRY
(A*B)

	Team Leader
	
	
	

	Trainer[footnoteRef:4] [4:  1 (one) working day is equal to 8 hours training for trainers.] 

	
	
	

	Assistant Expert[footnoteRef:5] [5:   1 (one) working day is equal to participation of 8 hours training for assistant expert.] 

	
	
	

	Sub-total for Activity No-4 and Deliverable No-4
	

	

	Activity No-5: Identification of selection criteria, application form design and outreach

Deliverable No-5: Activity/ Implementation  Plan

	Price Item
	Unit Price in TRY
(A)
	Total Working Days
(B)
	Total in TRY
(A*B)

	Team Leader
	
	
	

	Mentor
	
	
	

	Sub-total for Activity No-5 and Deliverable No-5
	

	

	Activity No-6: Conducting One-on-One Consultancy for 30 SMEs 

Deliverable No-6: Report on the outcome of the one-on-one consultancies

	Price Item
	Unit Price in TRY
(A)
	Total Working Days
(B)
	Total in TRY
(A*B)

	Team Leader
	
	
	

	Mentor
	
	
	

	Assistant Expert
	
	
	

	Sub-total for Activity No-6 and Deliverable No-6
	



The proposer is required to prepare the Financial Proposal following the above format. The Financial Proposal shall be align with the requirements in Annex-4 Detailed Terms of Reference and the Proposer’s Technical Proposal.

The Contract price shall be based on a daily professional fee rate. The payment method will be “cost reimbursement” as per the General Terms and Conditions for Contracts (Goods and/or Services). The payments  will be affected on the basis of the actual number of days worked and the daily fee rates contained in the proposer's financial proposal.

1 (one) working day is equal to 8 hours training for trainers.

The proposer must also include followings in the computations of professional fee rate;
· Administrative costs of employing the relevant experts, such as relocation and repatriation expenses, accommodation, leave, insurances and security arrangements and other employment benefits accorded to the experts by Contractor.
· Backstopping support staff costs
· Any other expenditure which is needed to implement the contract except the expenditures stipulated in “Detailed Terms of Reference” to be borne by UNDP.

The unit prices and total workings days for each position (Team Leader, Trainer, Mentor and Assistant Expert) in Table 3 should comply with Table 2.

** The maximum number of working days that can be proposed for personnel for each activity/deliverable are given in the table below. Proposers can propose quantities that are lower than those given in the table, but they cannot exceed these quantities in their financial proposals: 

Table: The maximum number of working days that can be proposed for personnel for each activity/deliverable.

	#
	Activity
	Deliverable
	Maximum number of working days that can be proposed

	1
	Meetings/Interviews held with the Development Agencies, SMEs and sector representatives in selected provinces and Trainings Needs Assessment prepared 
	Trainings Needs Assessment Report 
	- For Team Leader and Trainers a maximum total of 20 working days

	2
	Preparation of training content, curriculum, identification of the target group etc.,
	Identification Report on the Training Programmes 
	- For Team Leader and Trainers a maximum total of 10 working days

	3
	Preparation of training activity plan including implementation method, time and location details etc.
Design and preparation of training materials,
Preparation of the online application form, 
Conducting outreach activities and finalization of the application process,
	Activity Plan of the Training Programmes
	- For Team Leader and Trainers a maximum total of 20 working days

	4
	Conducting training programmes
	Training Programme Monitoring and Evaluation Report (includes attendance sheets, photos, pre and final training evaluation forms etc.)
	- For Team Leader max. 50 working days
- For all Trainers max. 100 working days[footnoteRef:6] [6:  1 (one) working day is equal to 8 hours training for trainers.] 

- For all assistant expert max. 100 working days[footnoteRef:7] [7:  1 (one) working day is equal to participation of 8 hours training for assistant expert.] 


	5
	Identification of selection criteria, application form design and outreach 
	Activity/ Implementation  Plan 
	- For Team Leader and Mentors a maximum total of 10 working days

	6
	Conducting One-on-One Consultancy for 30 SMEs (5 from each of the 6 fragile sectors, the number divisions may be re-defined providing 30 SMEs in total). 
	Report on the outcome of the one-on-one consultancies (one for each SME indicating the steps taken by the SMEs) 
	- For Team Leader max. 10 working days
- For all Mentors max. 150 working days
- For all assistant expert max. 150 working days



[Name and Signature of the Service Provider’s Authorized Person]
[Designation]
[Date]
	Proposer Information

	Legal name of the proposer
	

	Legal address 
	

	Offerors’ Authorized Person
	Name and Title:
Telephone: 
Email: 

	Contact person (Proposer) 	

	Name and Title:
Telephone: 
Email: 








24

