
ANNEX 3: TECHNICAL AND FINANCIAL OFFER – Services 
Bidders are requested to complete this form, sign it and return it as part of their bid along with Annex 2: Quotation Submission Form. The Bidder shall fill in this form in accordance with the instructions indicated. No alterations to its format shall be permitted and no substitutions shall be accepted.

	Name of Bidder:
	Click or tap here to enter text.

	RFQ reference:
	Click or tap here to enter text.
	Date: Click or tap to enter a date.



Technical Offer
Provide the following:
· a brief description of your qualification and capacity that is relevant to the Scope of Works;
· a brief method statement and implementation plan; 
· team composition and CVs of key personnel 

Financial Offer
	No
	Deliverable
	Percentage of Total Price
	Total Amount (IDR)

	1
	Deliverable 1: Event plan for 2nd Annual Workshop
	10%
	

	2
	Deliverable 2: Pre-Event report for 2nd annual workshop, including confirmation from hotels and participants and agreed design for all required materials.
	20%
	

	3
	Deliverable 3: Event implementation report for the 2nd Annual Workshop 
	70%
	

	
	
	Total
	



Breakdown of Fees
 Please complete breakdown fee table in the attached Annex 3A (Excel Format).
Currency in the Quotation: _____________
	No
	Description
	Quantity
	UoM
	Duration
	UoM
	Unit Price
	Total Price

	I
	Personnel Service Fee
	 
	 
	 
	 
	 
	

	 
	For All events
	 
	 
	 
	 
	 
	

	1
	Event Manager
	1
	Person
	1
	Time
	 
	

	2
	Graphic Designer
	1
	Person
	1
	Time
	 
	

	3
	Promotion and Registration Officer
	1
	person
	1
	Time
	 
	

	4
	Finance and Administration Assistant
	1
	Person
	1
	Time
	 
	

	 
	For Annual Workshop
	 
	 
	 
	 
	 
	

	5
	Stage Manager
	1
	person
	2
	Day
	 
	

	6
	Usher
	4
	Person
	2
	Day
	 
	

	7
	Runner
	3
	Person
	2
	Day
	 
	

	8
	Sound System and Multimedia Operators
	3
	Person
	2
	Day
	 
	

	9
	Registration crew 
	6
	person
	2
	Day
	 
	

	10
	Liaison Officer
	2
	person
	2
	Day
	 
	

	11
	Virtual Event Operator - day 1
	6
	person
	1
	Day
	 
	

	12
	Virtual Event Operator - day 2
	3
	persons
	1
	Day
	 
	

	 
	For FGD with 6 pilot
	 
	 
	 
	 
	 
	

	13
	Registration crew 
	2
	person
	1
	Day
	 
	

	 
	Sub Total I
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	II
	Out of pocket Expenses
	 
	 
	 
	 
	 
	-

	1
	Travel and Accommodation Costs for vendor personnel  (if any)
	 
	 
	 
	 
	 
	

	a
	….....
	 
	 
	 
	 
	 
	

	b
	........... (add another lines if necessary)
	 
	 
	 
	 
	 
	

	2
	Others (if any)
	 
	 
	 
	 
	 
	

	a
	…..
	 
	 
	 
	 
	 
	

	b
	........... (add another lines if necessary)
	 
	 
	 
	 
	 
	

	 
	Sub Total II
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	III
	Other Related Cost
	 
	 
	 
	 
	 
	

	A
	Organizing the preparation of the hybrid event for the 2nd Annual Workshop
	 
	 
	 
	 
	 
	

	1
	Production of 1 video for the event for approximately 5-10 minutes about the progress of SP4N LAPOR!. The video will include:
• Storyboard
• Footages from High-Level Officials from 5 Implementing Ministries for SP4N LAPOR, KOICA, and UNDP 
• Animation
• Graphic design
• Voice-over
• English and/or Indonesian subtitles
• Editing
	1
	package
	1
	Time
	 
	

	2
	Production of 2 bumper videos for the event for approximately 1-2 minutes for workshop opening and closing. The video will include:
• Storyboard
• Animation
• Graphic design
• Voice-over
• English and/or Indonesian subtitles
	2
	package
	1
	Time
	 
	

	3
	Production Motion graphic for LCD screen with video animation, AI voice, HD Video resolution, music background and sound effect for 5 minutes
	1
	package
	1
	Time
	
	

	4
	Producing 25 premium souvenirs for the resource persons with the specification below: 
	 
	 
	 
	 
	
	

	4a
	Souvenir hard box with grey board 3 mm material with size 35.5 x 25.5 x 5.5 ccm batik fabric cover in the top and linen fabric cover in the bottom. The hard box should be able to hold products mentioned below.
	25
	Unit
	1
	Time
	
	

	4b
	Planner note book with specification (1) cover: Batik fabric with 15cm x 22cm (closed), metal rings with 6 holes and plant planted magnetic button and embedded slots in the inner cover as follows: 2 slots for storing important cards, 1 slot for storing documents, and 1 slot for putting pen and (2) Book Contents: 100 pages HVS A5 with watermark logos, (21.5 x 15.5 x 2 cm).
	25
	Unit
	1
	Time
	
	

	4c
	Custom power bank with a capacity of 10.000 MAh, two-sided design, and connector cable. The power bank should have 4 ports with detail as follows: (1) Input USB-C: 9V=2A, (2) Output 1 : 5V=3A, 9V=2A, 12V=1.5A (QC 3.0), (3) Output 2 : 5V-2.4A (USB-A) and  (4) Output 3 : 5V=3A, 9V=2A, 12V=1.5A (Power Delivery)
	25
	Unit
	1
	Time
	
	

	4d
	Custom digital table watch, with wood material, led display, size 15 x 7 x 4 cm, and input DC 5v/500mA, including battery AA
	25
	Unit
	1
	Time
	
	

	5
	Production 200 souvenirs for meeting participants with qualifications as follows:
	 
	 
	 
	 
	
	

	5a
	Tote bag with grade A (waterproof) laminating sack material, size 40 x 18 x 32  cm, with the one-sided printing logos and cotton pad handle
	200
	Unit
	1
	Time
	
	

	5b
	Participant`s name tag with hard plastic material, size 15,5 cm X 10,6 cm, and polyester one-sided print lanyard with size 2x 100 cm
	200
	Unit
	1
	Time
	
	

	5c
	Custom notebook with specification (1) book material: A5 size, 100 pages of HVS 70 gms (2) cover: hard cover board 40 C + Art Cartoon 190 paper, A5 size and dove lamination.
	200
	Unit
	1
	Time
	
	

	5d
	Custom pen with metal material, length 14 cm, weight 27 grams, black ink, and the velvet box with size 16 x 5 x 2.4 cm
	200
	Unit
	1
	Time
	
	

	5e
	Custom foldable card holder with full leather material (for the cardholder and strap), cardholders size 11,5 x 7,5 cm, strap length 95 cm and 1 slot in the front side (with mica cover) and 2 slots on the backside
	200
	Unit
	1
	Time
	
	

	5f
	Personal kit of COVID 19, 1 package/Kit consist of 3 ply masks @6 brand sensi or equivalent with registration number issued by KEMENKES, 1 pocket size disinfectant tissue brand softies or equivalent and 1 spray hand sanitizer @50ml with alcohol minimum 70%
	200
	Unit
	1
	Time
	
	

	 
	 
	 
	 
	 
	 
	
	

	B
	Event Implementation
	 
	 
	 
	 
	
	

	6
	Flights for 15 participants from 5 local governments (most direct and economy class) with the route as follows
	 
	 
	 
	 
	
	

	6a
	Jakarta- Bali, and return for 6 persons
	6
	person
	1
	package
	
	

	6b
	Jakarta – DIY, and return for 6 persons
	6
	person
	1
	package
	
	

	6c
	Jakarta – Padang and return 3 persons
	3
	person
	1
	package
	
	

	7
	Providing taxi costs to and from the airport (hard cash) with the latest Government`s Input Cost Standard (SBM) standard with the details below:
	 
	 
	 
	 
	
	

	7a
	Taxi to Ngurah Rai Airport (Bali) and return for 6 persons
	6
	person
	2
	Trip
	189,000
	2,268,000

	7b
	Taxi to YIA (DIY) and return for 6 persons
	6
	person
	2
	Trip
	198,000
	2,376,000

	7c
	Taxi to Minangkabau Airport and return 3 persons
	3
	person
	2
	Trip
	190,000
	1,140,000

	7d
	Taxi from Soetta Airport to venue and return for 15 persons
	15
	person
	2
	Trip
	256,000
	7,680,000

	8
	Providing transportation cost (hard cash) for participants from 6 pilot locations as follows:
	 
	 
	 
	 
	
	

	8a
	Out town transportation cost for participants from Tangerang Regency for 3 persons with UNDP's HCR
	3
	person
	2
	Trip
	150,000
	900,000

	8b
	In town transportation cost for 10 participants to attend FGD with 6 pilot from Jakarta area with UNDP`s HCR
	10
	person
	1
	Trip
	200,000
	2,000,000

	9
	Providing per diem (hard cash) for participants from 6 pilots as follows (please refer to the unit price stated in Annex 3):
	 
	 
	 
	 
	
	

	9a
	 5 days per diem for 12 participants from government in 6 pilot with UNDP`s HCR (for local government echelon 2 and below)
	12
	person
	1
	Time
	2,400,000     
	28,800,000

	9b 
	3 days per diem for 6 Local Coordinators to attend FGD with 6 local governments with UNDP`s HCR
	6
	persons
	1
	Time
	1,760,000 
	10,560,000

	10
	Providing Hotel Accommodation for participants from 6 local governments and Local Coordinators as follows:
	 
	 
	 
	 
	
	

	10a
	4 nights single room accommodation for 12 participants from Local Governments
	12
	room
	4
	Night
	
	

	10b
	2 nights twin share room accommodations for 6 participants from Local Coordinators
	3
	room
	2
	Night
	
	

	11
	 In coordination with a hotel, providing packages meeting as follows:
	 
	 
	 
	 
	
	

	 
	Installation and rehearsal
	 
	 
	 
	 
	
	

	11a
	 50 half-day packages in the ballroom for crew and committee
	50
	pa
	1
	day
	
	

	 
	Day 1
	 
	 
	 
	 
	
	

	11b
	200 full-day meeting packages for participants for 150 participants in a ball room
	200
	pax
	1
	day
	
	

	11c
	25 full day meeting packages in transit room 
	25
	pax
	1
	day
	
	

	12d
	30  coffee break packages in press conference room
	30
	Pax
	1
	Event
	
	

	 
	Day 2
	 
	 
	 
	 
	
	

	11e
	175 half day meeting packages for participants 
	175
	pax
	1
	day
	
	

	11f
	 25 full-day meeting packages for participants 
	25
	pax
	1
	day
	
	

	11g
	25 half-day meeting packages in transit room
	25
	pax
	1
	day
	
	

	 
	FGD with 6 pilot
	 
	 
	 
	 
	
	

	11 h
	30 pax full-day meeting packages for participants 
	30
	pax
	1
	day
	
	

	12
	Providing and installing stage including stage decorations and stage equipment’s that consist of:
	 
	 
	 
	 
	
	

	 
	For main room (2 days)
	 
	 
	 
	 
	
	

	12a
	4x 6 LED Screen including frame 6x8 for stage backdrop, finishing carpet size 11x4,88, black curtain, moving bean, ParLed and Fresnell
	1
	pax
	2
	Day
	
	

	12b
	5 single sofa armchairs for speakers 
	5
	Unit
	2
	Day
	
	

	12c
	1 coffee table for speakers
	1
	Unit
	2
	Day
	
	

	12 d
	1 podium including tab for symbolic opening and closing
	1
	Unit
	2
	Day
	
	

	12e
	12 meters mini garden 
	1
	Unit
	1
	Time
	
	

	12f
	4 camera sets specification of Sony XDCAM HD Camcorder or equivalent (including the cameraman) 
	4
	package
	2
	Day
	
	

	12g
	1 Genset for LED Screen with capacity 60 kva for 10 hours/day (3 days, including installation)
	1
	Unit
	3
	Day
	
	

	12h
	1 set FOH streaming with PC monster, data video SE Video Switcher,5 clear comm, cable visual, switch hub gigabyte 24 port, HDMI splitter 4 port, Capture Card AJA UTAP SDI – USB, 4 sound card and 2 monitors 42 inch
	1
	Unit
	2
	Day
	
	

	12i
	1 set of a sound system with Mixer Sound M32, digital mixer audio, cabling audio, speakers (including sound system man)
	1
	Unit
	2
	Day
	
	

	12j
	5 wireless microphones 
	5
	Unit
	2
	Day
	
	

	12k
	5 clip-on microphones for moderator and speakers 
	5
	Unit
	2
	Day
	
	

	12l
	2 clickers or pointers for presentation 
	5
	Unit
	2
	Day
	
	

	12m
	150 headphones for participants who attend the meeting offline 
	150
	Unit
	2
	Day
	
	

	12n
	4 rolls out banners 200 x 80 cm with material flexy 340 gsm
	4
	Unit
	1
	Time
	
	

	 
	For Breakout room (1 day)
	 
	 
	 
	 
	
	

	12o
	6 LCD TV, 43 inch and LCD stand for participants screen
	6
	package
	1
	day
	
	

	12p
	2 backdrops for breakout rooms with size 5x3 m with material flexy 270 gsm, including rigging and lighting
	2
	package
	1
	Day
	
	

	12q
	 4 set cameras with specification of Sony XDCAM HD Camcorder or equivalent (including the cameraman) 
	4
	package
	2
	Day
	
	

	12r
	FOH streaming with PC monster, data video SE Video Switcher,5 clear comm, cable visual, switch hub gigabyte 24 port, HDMI splitter 4 port, Capture Card AJA UTAP SDI – USB, 4 sound card and 2 monitor 42 inch (or equivalent)
	2
	Unit
	1
	Day
	
	

	12s
	2 sets of sound system sound system with Mixer Sound M32, digital mixer audio, cabling audio, speakers (including sound system man)
	2
	Set
	2
	Day
	
	

	12t
	2 Genset system LED Screen with capacity 60 kva for 6 hours
	2
	Unit
	1
	Day
	
	

	12u
	8 wireless microphones 
	8
	Unit
	1
	Day
	
	

	12v
	8 clip-on microphones for moderator and speakers 
	8
	Unit
	1
	Day
	
	

	 
	For Press Conference room
	 
	 
	 
	 
	
	

	12w
	press conference room with size 5 x3 meters including rigging and lighting
	1
	package
	1
	Day
	
	

	12x
	5 wireless microphones
	5
	package
	1
	Day
	
	

	 
	For FGD with 6 pilot
	 
	 
	 
	 
	
	

	12y
	Backdrop for FGD with size 3x2 meters 
	1
	package
	1
	Day
	
	

	12z
	5 wireless microphones
	4
	package
	1
	Day
	
	

	13
	One month zoom meeting account for up to 1000 participants with full zoom meeting available features 
	1
	package
	1
	Time
	
	

	14
	Wireless Access for all Bandwidths with internet capacity that can facilitate video streaming for more than 1000 persons with minimum capacity 100 Mbps  for 2 days including installation in the main room and two breakout rooms
	1
	package
	2
	Day
	
	

	15
	 Preparing COVID 19 Prevention
	 
	 
	 
	 
	
	

	15a
	6 pump hand sanitizers @500ml with 70% alcohol
	6
	Unit
	1
	Time
	
	

	15b
	4 boxes of 3 ply sensi/3M masks @50 or equivalent 
	4
	Unit
	1
	Time
	
	

	16
	Paying the fee with UNDP`s Harmonized Cost Standard (HCR) for the resource persons.  The HCR for resource person fee is 600.000/resource person/session. The total resource persons for the Annual Workshop and FGD with 6 pilot locations is detailed below:
	 
	 
	 
	 
	
	

	16a
	20 resources persons for the Annual Workshops
	20
	Person
	1
	session
	600,000 
	12,000,000

	16b
	 8 resources persons for the FGD with 6 pilot location
	8
	Person
	1
	session
	600,000
	4,800,000

	17
	Paying fee for Event Contributors as follows:
	 
	 
	 
	 
	
	

	 
	For Annual Workshop
	 
	 
	 
	 
	
	

	17a
	1 representation fee with UNDP`s HCR
	1
	Person
	1
	session
	600,000
	600,000

	17b
	1 professional MCs
	1
	Person
	1.5
	day
	
	

	17c
	1 prayer
	1
	Person
	1
	session
	300,000
	300,000

	17d
	5 Moderators (1 session)
	5
	Person
	2
	session
	500,000
	5,000,000

	17e
	1 Notetaker for main room (2 sessions)
	1
	Person
	2
	session
	300,000
	600,000

	17f
	3 Notetakers for breakout rooms and 1 for FGD with 6 pilot locations (1 session)
	3
	Person
	1
	session
	300,000
	900,000

	 
	For FGD with 6 pilot
	 
	 
	 
	 
	
	

	17g
	1 representation fee with UNDP`s HCR 
	1
	Person
	1
	session
	600,000
	600,000

	17 i
	2 Moderators fee (1 session, using UNDP`s HCR)
	2
	Person
	1
	session
	500,000
	1,000,000

	17 j
	1 Notetaker fee (2 sessions, using UNDP`s HCR)
	1
	Person
	2
	session
	300,000
	600,000

	18
	Preparing videographers and photographers for 2 days meetings, including covering the press release event.
	1
	package
	2
	days
	 
	 

	19
	Preparing one photographer for FGD with 6 pilot
	1
	package
	1
	day
	 
	 

	 
	Sub Total III
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	TOTAL I+II+III
	 
	 
	 
	 
	 
	 

	 
	Management fee
	 
	 
	 
	 
	 
	 

	 
	Grand Total
	 
	 
	 
	 
	 
	 


*The yellow highlighted price is fix, set, and cannot be changed.
Bidder is asked to complete two files: Annex 3 (Ms. Word format) and Annex 3A (Ms. Excel Format).

	Compliance with Requirement
	You Responses

	
	Yes, we will comply
	No, we cannot
comply
	If you cannot comply, pls. indicate counter - offer

	Minimum Technical Specifications as specified
in Annex 1
	
☐
	
☐
	
Click or tap here to enter text.

	Validity of Quotation
	☐
	☐
	Click or tap here to enter text.

	Payment terms
	☐
	☐
	Click or tap here to enter text.

	UNDP General Terms and Conditions
	☐
	☐
	Click or tap here to enter text.





	I, the undersigned, certify that I am duly authorized to sign this quotation and bind the company below in event that
the quotation is accepted.

	Exact name and address of company Company NameClick or tap here to enter text. Address: Click or tap here to enter text.
Click or tap here to enter text.
Phone No.:Click or tap here to enter text. Email Address:Click or tap here to enter text.
	Authorized Signature:
Date:Click or tap here to enter text.
Name:Click or tap here to enter text.
Functional Title of Authorised Signatory:Click or tap here to enter text.
Email Address: Click or tap here to enter text.
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