ATTACHEMENT 4:  PROPOSAL FORMS 
Contract Title: Greater Mekong Regional Forest Landscape Restoration Monitoring Consultant
The consultants prepare the Proposals using the forms as follows:
	No
	Description
	Forms

	1
	Proposal submission
	Form- 1

	2
	Agreement to establish a consulting group (For consulting team)
	Form- 2

	3
	Consultant's Experience and Competencies
	Form- 3

	4
	Statement of availability
	Form- 4

	5
	Professional resume
	Form- 5

	6
	Release letter (For individual consultant)
	Form- 6

	7
	Technical and financial proposals
	Form- 7














[bookmark: bookmark=id.23ckvvd][bookmark: _heading=h.ihv636]

[bookmark: _Toc169168036][bookmark: bookmark=id.1hmsyys]FORM- 1 - PROPOSAL SUBMISSION FORM (mandatory form)
__________, date ___ month ___ year ___
To: WWF-Vietnam
No.6, Lane 18 Nguyen Co Thach Str.,
Nam Tu Liem Dist., Hanoi
(Date)
Dear Sir/Madams,
Having carefully examined the Request for Proposals dated [insert date] for the assignment [ insert number and name of the package], I/(we, the consultant group/ consulting firm with ….( name of team leader) as a team leader/ name of representative of the firm), express our interest to participate in this package. I am/We are hereby submitting our Technical and Financial proposal for conducting this assignment.
We agree to abide by this Proposal for the period of 90 days from the date fixed by WWF-Vietnam for the submission deadline specified in the Request for Proposals. We undertake to negotiate a Contract based on the proposed Technical and Financial Proposal. We accept that the substitution of Key Experts without written approval from WWF-Vietnam may lead to the termination of contract negotiations.
Our Proposal is binding upon us and subject to any modifications resulting from the Contract negotiations.
We hereby declare that all the information and statements made in this Proposal are true and accept that any misinterpretation contained in it may lead to our disqualification.
We commit that we are not on the list of entities that are not allowed to participate in the bidding.
We have read and agree with the WWF General Terms and Conditions attached to the RFPs, and agree that WWF-Vietnam reserves the right to:
· accept any proposal or reject all proposals. 
· Any forms of canvassing will lead to automatic cancellation of the bid in question. 
· This is a call for proposal WWF may cancel the process without notice and shall accept no liability whatsoever, arising out of such action. 
· WWF is also under no obligation whatsoever to award the contract to the lowest or any bidder; the decision of the Procurement Committee shall be final.

Representative of the Consultant 
[Signature and full name]
[bookmark: bookmark=id.41mghml][bookmark: _Toc169168037]
FORM- 2 - AGREEMENT TO ESTABLISH A GROUP OF CONSULTANTS (use in case for consulting team) 
Form-2- Agreement to establish a group of consultants.
__________, date ___ month ___ year ___	
Tender Ref: ________ [insert name of the package]
Project: ____________ [insert name of the project]
- According to the call for proposals the bidding package ______ [insert name of the package] dated ____ month ____ year __ [Date stated in the request for proposals ];
We include:
Name of consulting group members ____ [insert name of each member]
Address: ________________________________________________________________
Phone ________________________________________________________________
Email: ________________________________________________________________
The parties (referred to as members) agree to sign an agreement to establish a consulting group with the following contents:
Article 1. General principles
1. The members voluntarily form a consulting group to participate in the selection of requests for proposals in the bidding package ___ [insert name of the package].
2. The members agree that the name of the consulting group for all transactions related to the bidding package is: Consulting group [insert name of team leader].
3. The members commit that no party can voluntarily participate or cooperate in any way with another party to participate in this bidding package.
Article 2. Assignment of responsibilities
The members agree to take joint responsibility and separate responsibility for the implementation of the ____ insert name of the bidding package] as follows:
1. The leading member of the Consultant Group (team leader)
The members agree to authorize ____ [insert name of one member] as the leading member of the Consultant Group, representing the Consultant Group in the following tasks:
- Sign the letter of interest.
- Sign documents for the transaction with the purchaser during the selection process, including the written request for clarification of the Request for proposals and the written explanation and clarification of the Request for proposals (if any).
2. Expected responsibilities of each member of the Consulting Group to implement the bidding package:
The participating parties are expected to assign responsibilities of each member as follows: ___ [Insert expected main job content of each member, including the leading member].
Article 3. Effect of the agreement
The Agreement takes effect from the date of signing and terminates in the following cases:
1. The consulting group may not be selected to implement the above-mentioned bidding package.
2. Cancellation of selection for bidding packages according to notices of the purchaser.
The agreement to establish the consulting group is made in ______ copies, each party keeps ______ copies with equal legal validity.
Team leader and all members
[Signature and full name]


[bookmark: _Toc169168038]FORM- 3 - CONSULTANT'S EXPERIENCE (reference form)

Please list similar work packages done, if any, if not, skip this table
Similar service packages are carried out by the Consulting firm, Consulting Team, or by members of the Consulting Team. (Each job/contract is presented in a separate table)
	Name of project
	 

	Location
	 

	Purchaser
	 

	Bidding package name
	 

	Contract prices
	 

	Name of participating consulting group members:
	

	Role to participate in the bid (consulting firm, consulting team, independent consultant, member of a consulting organization)
	 

	Contract performance time (insert according to the time specified in the contract; specify from date.... to date...)
	Any other relevant document to show their competence ex.list of references or similar projects

	Potential Working Relationships of Vendor (where applicable)

	Internal - 
External -

	Summary of specific tasks performed by the consultant under the contract
	 

	
	



The consultant encloses copies of the Contracts listed above.
[bookmark: _heading=h.3fwokq0]Representative of the Consultant
		[Signature and full name]	

[bookmark: bookmark=id.1v1yuxt]

[bookmark: _Toc169168039][bookmark: bookmark=id.2u6wntf]FORM- 4 - STATEMENT OF AVAILABILITY (mandatory)
[bookmark: bookmark=id.19c6y18]
I (We), the undersigned …………………………………………………….
State that the proposed named expert(s) listed below is/are available to carry out the services relating to the Request for Proposal dated [insert date] mentioned above as from ………………, for the period initially envisioned in the proposal submitted.

	No.
	Expert's Name
	Title/Position
	Duration

	first
	
	
	

	2
	
	
	

	3
	
	
	

	…
	
	
	



I (We) understand that failure to make the named expert(s) listed above available for the performance of the services may lead to the cancellation of the Contract if the justification provided for the personnel change is not accepted by WWF Vietnam in advance.

Representative of the Consultant
	[Signature and full name]	









[bookmark: _Toc169168040]
FORM- 5 - CURRICULUM VITAE (CV) FOR PROPOSED KEY CONSULTANTS

Use an existing resume or use the attached template. This should include the resumes of all related consultants.

Proposed Position (only one candidate shall be nominated for each position) :	

Name of Consultant (Insert full name ):	

Date of Birth :	 Citizenship :	

Education (Indicate college/university and other specialized education of expert, giving names of institutions, degrees obtained, and dates of acquisition):	

	

Membership in Professional Associations :	

	

Working experience:
	Duration
	Name of organization
	Position

	From month…date…to month…date…
	…
	….


Expected tasks assigned in the bidding package:
	Details of expected tasks assigned in the bidding package:
	[Indicate previous experience in performing related tasks to prove your ability to perform assigned tasks]

	[Indicate the tasks that experts are assigned to perform]
	 

	...
	 


Competency: [ Describe in detail the experience and training courses attended to meet the assigned scope of work. In the description of experience, it is necessary to clearly state the specific tasks assigned to each project and the name/address of the investor/procuring]


Qualification ( Indicate significant training since degrees)	

	

Languages ( For each language indicate proficiency: good, fair, or poor in speaking, reading, and writing ):
	


Contact information: [Specify name, phone number, email of the person to be contacted for information verification]
	

Professional references (Provide three professional references and/or evidence of relevant experience and mentioned competencie)  
	

I hereby certify that the above information is true, if wrong, I will take responsibility before the law.


______ date, month, year
[Signature and full name]
Note:
- Each individual consultant on the list mentioned in Form-4 must declare this Form.
- Upon request, the Consultant will send copies of the contract to the soliciting party; Photocopy of diploma, and professional practice certificate.





[bookmark: _Toc169168041]FORM-6 - RELEASE LETTER 
(Applied for an individual consultant who is a full time employee of an organization and only be requested to submit before the signing of consulting service contract)
(Áp dụng cho tư vấn cá nhân là nhân viên toàn thời gian cho một tổ chức và chỉ được yêu cầu nộp trước khi ký kết hợp đồng dịch vụ tư vấn)
[LETTERHEAD OF CONFIRMATION LETTER ISSUED]
RELEASE LETTER -   THƯ XÁC NHẬN

Date & Time
Ngày

To: WWF-Vietnam
Kính gửi : WWF- Vietnam

The [Name of the Organization] agrees that:
[Tên tổ chức] đồng ý :

Mr/Ms. [Name of Consultant], [Job title in the organization]
ID Number: 		issued by:		dated:
Mr/Ms. [Tên tư vấn], [Chức vụ]
Số CMT: 		cấp tại ……………………….ngày …………………………

Has been approved by [Name of the Organization] to provide independent consulting services for WWF-Vietnam on [Name of the consultancy assignment] under [Project name] during the time, tentatively from [when] to [when].
[Tên tổ chức] đồng ý cho phép ông/bà  [Tên tư vấn] thực hiện dịch vụ tư vấn độc lập cho tổ chức WWF Việt Nam trong khuôn khổ dự án . [Tên dự án] trong khoảng thời gian dự kiến từ …..đến …..

During this consultancy assignment, Mr/Ms. [Name of the Consultant] commits to:
· Implement the consultancy services outside of the official working hours of his/her employer or during his/her approved annual leave.
· Implement the consultancy services outside of his regular duties assigned by his/her employer.
Trong thời gian thực hiện dịch vụ tư vấn này, Ông/bà . [Tên tư vấn] cam kết: 
· Thực hiện các dịch vụ tư vấn ngoài giờ làm việc chính thức quy định bởi [Tên tổ chức] hoặc trong thời gian nghỉ phép của Ông/Bà [Tên tư vấn]
· Thực hiện các công việc tư vấn độc lập ngoài phạm vi nhiệm vụ chính thức được giao tại [Tên tổ chức] 
                               
Sincerely,
Trân trọng,

(Sign or seal according to the internal authority of the certifying organization
 (Ký đóng dấu hoặc đóng dấu treo theo thẩm quyền nội bộ của tổ chức xác nhận)

[bookmark: _Toc169168042][bookmark: _Toc169168043]FORM-7 TECHNICAL AND FINANCIAL PROPOSALS


TECHNICAL PROPOSALS
CONSULTING SERVICES


Purchaser 			World Wide Fund for Nature – Vietnam
(WWF-Vietnam)

Project: 			……..

Name of Package: 	………..

Bid reference number: 	…………..

Consultant's information:		


[bookmark: _heading=h.1mrcu09]I. Understand the ToR and objective of the activity

II. Main tasks and activities

III. Brief description (half page) of why you consider yourself as suitable for the assignment

IV. Technical approach and methodology
	Task
	Methodology

	
	

	
	

	
	

	
	



V. Work plan
The consultant can use the schedule of time according to the form below:

	No.
	Tasks/Activities
	Consultant's name
	Tentative timeline
	Man-day
	Location
	Travel day

	I
	Task 1
	
	
	
	
	

	first
	…
	
	…
	
	
	

	2
	…
	
	…
	
	
	

	…
	…
	
	…
	
	
	

	
II
	Task 2
	
	
	
	
	

	first
	…
	
	…
	
	
	

	2
	…
	
	…
	
	
	

	
	
	
	
	
	
	

	III
	Task 3
	
	
	
	
	

	first
	…
	
	
	
	
	

	2
	…
	
	
	
	
	

	…
	…
	
	
	
	
	

	III
	Task 4
	
	
	
	
	

	first
	…
	
	
	
	
	

	2
	…
	
	
	
	
	

	
	Total
	
	
	
	
	



VI. Deliverable and timeline

	No.
	Task
	Deliverable
	Timeline

	first
	Task 1
	
	….days after signing the contract

	
	
	
	

	2
	Task 2
	
	….days after signing the contract

	
	
	
	

	3
	Task…
	
	….days after signing the contract

	
	
	
	


 Note: Travel and accommodation expenses should be proposed following the technical proposal. It will be calculated following WWF's regulations. Please kindly take the cost norm of WWF on the last page for reference when preparing the financial proposal. The WWF's cost norm will be the ceiling rate that can be acceptable. The financial proposal will be evaluated based on the best price offer which includes all related costs to conduct this assignment as broken down in the below tables. Please kindly share the calculation on an Excel file for our reference and finance check.

[bookmark: _heading=h.46r0co2]FINANCIAL PROPOSAL

__________, date ___ month ___ year ___
To: WWF-Vietnam

Package No. ……: …………………
We, the consultant team, undersigned, propose to provide consulting services for Package No. ……….., and Title “………………..”
Our Financial Proposal is [insert amount] VND (In Numbers: …………), inclusive of all applicable taxes. Our Financial Proposal may be adjusted through Contract negotiation. In which:
· The candidate is required to indicate in the financial offer any variation of the hourly/daily/weekly/monthly rate based on the service provided.
· Foreseen travel and other expenses relating to the assignment are to be listed separately. These will be reimbursed upon presentation of the respective invoices and proof of payment.

I understand that WWF-Vietnam reserves the right to accept any proposal or reject all proposals. Any forms of canvassing will lead to automatic cancellation of the bid in question; This is a call for proposal WWF may cancel the process without notice and shall accept no liability whatsoever, arising out of such action.  

Representative of the Consultant
						[Signature and full name]	









FINANCIAL PROPOSAL
COST BREAKDOWN
Detailed Cost Calculation for Package [ insert number and name of the package]

	1. Remuneration
	Unit
	Quantity
	Unit Rate
	Amount

	1.1. Deliverable 1
	
	
	
	

	1.1.1 Team Leader
	
	
	
	

	1.1.2 Expert 1
	
	
	
	

	1.1.3 Expert 2
	
	
	
	

	..
	
	
	
	

	1.2 Deliverable 2
	
	
	
	

	1.2.1 Team Leader
	
	
	
	

	1.2.2 Expert 1
	
	...
	
	

	1.2.3 Expert 2
	
	...
	
	

	..
	
	
	
	

	1.3. Deliverable 3
	
	
	
	

	1.3.1 Team Leader
	
	
	
	

	1.3.2 Expert 1
	
	
	
	

	1.3.3 Expert 2
	
	…
	
	

	..
	
	
	
	

	Sub-total
	

	2. Allowance, Accommodation, Complementary Travel Costs

	2.1 Allowance, accommodation - Long-term staff
	
	...
	
	

	2.2 Allowance, accommodation - Short-term staff
	
	...
	
	

	…
	
	
	
	

	Sub-total
	

	Travel & Transport Cost

	3.1 Vehicle lease/rent
	
	...
	
	

	3.2 Other local transport (short-term, peak)
	
	…
	
	

	3.3 Flights
	
	...
	
	

	…
	
	
	
	

	Sub-total
	

	4. Reports and Documents

	4.1 ... (Type of reports/documents to be stated)
	
	...
	
	

	4.2 ...
	
	...
	
	

	Sub-total
	

	…

	
	
	
	
	

	
	
	
	
	

	Total (net of taxes)
	

	Taxes
· State the VAT percentage applied
· In case Personal Income Tax (PIT) is applied, calculate the PIT as: PIT= (Total (net of taxes)/0.9)* 10%
	

	Grand – Total
	







[bookmark: _Toc169168044]WWF's cost norm for reference: (up to date)
Daily allowance:
	Daily allowance 1 day = 02 lunches and dinners. If any meal was provided,  it will be deducted from the daily allowance at the rate of 50% for 1 meal.

	Location
	Daily allowance (VND)

	Cities and province
	600,000

	District, commune
	450,000


Airport transfer fee:
Actual payment or following the norm below:
	No.
	Airport
	Location
	Cost norm for one way (from or to the airport)

	1
	Noi Bai
	Ha Noi
	350,000

	2
	Vinh
	Thành phố Vinh
	125,000

	3
	Dong Hoi
	Dong Hoi City, Quang Binh
	170,000

	4
	Phu Bai
	Hue City, Thua Thien Hue
	260,000

	5
	Da Nang
	Da Nang city
	100,000

	6
	Chu Lai
	Tam Ky District and Quang Nam Province
	460,000

	7
	Lien Khuong
	Da Lat city
	260,000

	8
	Tan Son Nhat
	Ho Chi Minh City
	180,000


Accommodation:
	Location
	Maximum rate/pax/night

	Cities under the Central Government/ Hue City/ Da Nang City
	1,800,000 VND

	All other Cities, provinces and tourist site
	1,500,000 VND

	District, commune
	800,000 VND

	Support if travelers could not provide an invoice
	200,000 VND




