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:	[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 or legal basis of organization establishment; 
c) Latest Audited Financial Statement or income statement and balance sheet to indicate Its financial stability, liquidity, credit standing, and market reputation ;
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)      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*
	No
	Deliverables
	Percentage
	     Timeline

	1.






	E-Learning Platform Production
· Detailed project plan clearly showing the information gathering of planning, design, development, testing delivery and handoff phases
· Detailed storyboards for the development of e-learning platform
· Result of need assessment of Government infrastructure and system requirement
	10%
	4th week of November 2021

	2.
	· Alpha prototyping e-learning platform
	10%
	3rd week of Jan 2022

	3.
	· Beta version (testing, debugging and update) of e-learning platform
	20%
	3rd week of March 2022

	4.
	Course Contents Production
· Detailed preparation of video production including timeline, scripts and list of experts
· Detailed storyboards of 3 modules (14 session) including detail contents and video development #1. module for admin SP4N-LAPOR! #2. module for middle management #3. module for policy maker
	10%
	2nd week of Dec 2021

	5.
	· Final course contents of comprehensive modules duration 40 minutes all inclusive
	20%
	4th week of March 2022

	6.
	Training and maintaining
· Piloting application and Installation to stakeholder’s system
· Golive stage
· Manual guide for users with all required documentation, source code and all the related credential
	
15%
	1st week of April 2022

	7.
	· Two-time training for admin users and target users contains narrative and administrative reports
	10%
	4th week of April 2022

	8.
	· Eight (8) months of assistantship, maintenance, and troubleshooting (Dec 2022)
Note: The duration of the assistantship will be started after go-live stage, approximately between  May – Dec 2022. It could be changed if encountered some delays in delivering the outputs. The assistantship will only covered by project until the third week of Dec 2022.
	5%
	3rd week of Dec 2022


[bookmark: _heading=h.1fob9te]*This shall be the basis of the payment tranches


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

	I. Personnel Services 

	Team leader 
	1
	35 days
	
	

	DevOps Engineer
	1
	20 days
	
	

	Frontend Developer
	1
	50 days
	
	

	Backend Developer 
	1
	50 days
	
	

	Instructional design
	1
	30 days
	
	

	Content specialist
	2
	50 days
	
	

	Graphic designer
	1
	60 days
	
	

	Sub Total I
	

	II. Other Related Costs (please provide the breakdown cost). 
Below activities are example 

	
	Unit
	UoM
	Freq.
	UoM
	Unit Price
	Total Price

	2.1. Development of e-learning platform 

	· Data storage hosting service (cloud-based) during the development of e-learning
Note: the platform will be transferred to government’s service, while during the development stage, it should be stored in the cloud 
	1
	pax
	6
	Month
	
	

	2.2. Development of course contents 

	2.2.1. Video production (3-5 minutes for 10 session) presented by experts

	· Honorarium expert/resources person/talent
	1
	Person
	10
	Session
	
	

	· Videographer
	1
	pax
	10
	Session
	
	

	· Sound engineer
	1
	pax
	10
	Session
	
	

	· Video editing
	1
	pax
	10
	Session
	
	

	· [bookmark: _Hlk76389866]Back sound and Scoring
	1
	pax
	10
	Session
	
	

	· Equipment lease (camera, sound and lighting, Prompter, cont if any) 
	1
	pax
	10
	Session
	
	

	· Translation (subtitle)
	1
	pax
	10
	Session
	
	

	· Travel cost
Note: The cost is for 4 personnel to oversee the video production process 
	4
	person
	10
	Session
	
	

	· Daily allowance 
Note: The cost is for 4 personnel to oversee the video production process
	4
	person
	10
	Session
	
	

	· [bookmark: _Hlk76387711]Communication cost 
Note: The cost is for 4 personnel to oversee the video production process
	4
	pax
	5
	Months
	
	

	· Rapid antigen + Precaution kit (Mask, hand sanitizer)
The cost is for 4 personnel and 1 expert 
	5
	pax
	10
	Session
	
	

	2.2.2. Content productions for 10 sessions (40 minutes inclusive all contents)

	Audio Jingle
	1
	pax
	10
	Session
	
	

	Content translation 
	1
	pax
	10
	Session
	
	

	Audio Narration / voice over
	1
	pax
	10
	Session
	
	

	Animated GIF’s
	1
	pax
	10
	session
	
	

	2.3. Training and Maintaining

	[bookmark: _Hlk76387926]Zoom app payment for enterprise  
	1
	pax
	2
	Months
	
	

	Internet cost 
	1
	pax
	2
	Months
	
	

	Resource person/speakers fee 
Note: List of resource person: KemenPAN RB, Ombudsman, KSP, academician and practitioner
	5
	Person
	2
	Time
	IDR 1,400,000

	

	Personnel support fee (moderator 1 and notetaker 1)
	2
	Person
	2
	Time
	
	

	e-learning platform Installation 
	1
	pax
	1
	Times
	
	

	8 months assistantship and maintenance 
Note: The duration of the assistantship will be started after go-live stage, approximately between  May – Dec 2022. It could be changed if encountered some delays in delivering the outputs. The assistantship will be only covered until the third week of Dec 2022
	1
	Pax
	8
	Months
	
	

	Sub Total 2
	

	III
	Other expenses (if any, please specify in detail)

	
	
	
	
	
	

	
	
	
	
	
	

	Grand Total
	



NOTE: Any costs that relate to resource person fee, moderator, facilitator, note-taker, speaker, MC/host and reimbursement of local transport should refer to SBM (Standar Biaya Masukan)


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


3

