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http://www.undp.org/content/undp/en/home/operations/procurement/business/protest-and-sanctions.html
http://www.undp.org/content/undp/en/home/operations/procurement/business/protest-and-sanctions.html
https://www.un.org/Depts/ptd/sites/www.un.org.Depts.ptd/files/files/attachment/page/pdf/unscc/conduct_english.pdf
https://www.un.org/Depts/ptd/sites/www.un.org.Depts.ptd/files/files/attachment/page/pdf/unscc/conduct_english.pdf
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Description of Requirements  
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1 A detailed TOR may be attached if the information listed in this Annex is not sufficient to fully describe the nature 

of the work and other details of the requirements. 
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2 VAT exemption status varies from one country to another.  Pls. check whatever is applicable to the UNDP CO/BU 

requiring the service. 
3 UNDP preference is not to pay any amount in advance upon signing of contract.  If the Service Provider strictly 

requires payment in advance, it will be limited only up to 20% of the total price quoted.  For any higher percentage, 

or any amount advanced exceeding $30,000, UNDP shall require the Service Provider to submit a bank guarantee  

or bank cheque payable to UNDP, in the same amount as the payment advanced by UNDP to the Service Provider. 
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4 Service Providers are alerted that non-acceptance of the terms of the General Terms and Conditions (GTC) may be 

grounds for disqualification from this procurement process.   
5 Where the information is available in the web, a URL for the information may simply be provided. 
6 This contact person and address is officially designated by UNDP.  If inquiries are sent to other person/s or 

address/es, even if they are UNDP staff, UNDP shall have no obligation to respond nor can UNDP confirm that the 

query was received. 

http://www.undp.org/content/undp/en/home/procurement/business/how-we-buy.html
http://www.undp.org/content/undp/en/home/procurement/business/how-we-buy.html
mailto:procurement.my@undp.org
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Terms of Reference 

Request for services to conduct a National Baseline Assessment (NBA) on Business 

and Human Rights in Malaysia 

1. BACKGROUND INFORMATION AND DESCRIPTION 
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7 Official Letterhead/Stationery must indicate contact details – addresses, email, phone and fax numbers – for 

verification purposes 
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FORM FOR SUBMITTING SERVICE PROVIDER’S PROPOSAL9 
 

(This Form must be submitted only using the Service Provider’s Official 
Letterhead/Stationery10) 

 

 
 [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. 

 
 

 
9 This serves as a guide to the Service Provider in preparing the Proposal.  
10 Official Letterhead/Stationery must indicate contact details – addresses, email, phone and fax numbers – for 

verification purposes  



26 
 

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) Sample(s) of repository or knowledge management websites (e.g., for libraries, archives, 

museums, think tanks, development organisations, and the like). 
 

 

 
 

[Name and Signature of the Service Provider’s 
Authorized Person] 
[Designation] 
[Date] 
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Upon submission and acceptance an Inception Report which 
includes the research approach and structure, and outlines 
the specific activities to be undertaken. 

Upon submission and acceptance an Interim Baseline 

Assessment Report that provides context and background on 

Malaysia’s Business and Human Rights landscape. The 

Interim Report is to be presented to the NAPBHR Working 

Group.; 

Upon submission and acceptance of a Draft Baseline 
Assessment Report (V1) that includes a set of 
recommendations for state and non-state actors. 

Upon submission and acceptance of the Final Baseline 
Assessment Report (V2) complete with all components and 
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incorporating all comments from the NAPBHR Working Group 
and other relevant groups identified by UNDP. 

Upon submission and acceptance of present findings of the 
Final Baseline Assessment Report (V2)  to the NAPBHR 
Steering and Technical Committees on a date to be 
determined by UNDP or the Working Group. 

Table 2: Cost Breakdown by Cost Component   

Name Position No. of 
Personnel 

Fee Rate 
(MYR) 

No of Days Total Amount 

A B C=A*B 

 Lead Research 
Consultant 

    

 Team Members     

      

      

 Subtotal Professional Fees:   

 

Table 3: Breakdown of Other Cost 

Description UOM Quantity Unit Price (MYR) Total Amount 
(MYR) 

Transportation 1 Lumpsum   

Other Costs (Communication, 
internet, Survey, study tools, 
equipment, and requirements, etc.) 
please specify 

    

     

Subtotal Other Costs  

 

 

[Date] 

 


