L} WWEF Vietnam Country Office

& No.6, Lane 18, Nguyen Co Thach Tel: +84 247193049
- _ Street, Nam Tu Liem District, Fax: +84 24 7193048
WWF Hanoi - Viet Nam

TERMS OF REFFERENCES (TOR)

Position title: Project Implementation Consultant - Proposal Development
for VISION Project

Reports to: Program Manager, Climate and Energy

Supervises: N/A

Location: Vietnam

Tentative timeline: Phase 1: July - October 2025

Phase 2: April -June 2026

Deadline for applications: 17:00 dated 15 July 2025

l. Background

WWEF was one of the first international non-governmental organizations to establish a presence in Viet
Nam. Since 1985, WWF has worked in close collaboration with the Viet Nam Government to develop
the national conservation strategy and address a wide range of environmental issues. Over the years,
WWF has implemented numerous field activities across the country. For more information, please
visit http://vietham.panda.org/.

Under Project VISION - Vietnam Initiative for Sustainable Industry Onwards to Net Zero - Detailed
Preparation Phase (DPP), WWF-Viet Nam works with business and government to decarbonize the
light industrial sector. The project will support 300 targeted facilities in the T&A and F&B sectors to
apply decarbonisation solutions such as the electrification of energy intensive processes and
introducing energy efficient technologies to reduce CO2e emissions. Furthermore, the project will
develop sectoral decarbonisation roadmaps, strengthen existing platforms to disseminate best
practices and mobilise diverse actors to drive decarbonisation across the target sectors.

WWEF-Viet Nam would like to request proposals from eligible individual consultant(s) who are
interested in the position of Proposal Development Consultant — VISION Project for the detailed
preparation phase of the VISION project.

The selection will be conducted through the simplified Quality and Cost Based selection procedures
and is open to all eligible Consultants.

l. Objectives of the consultancy

The consultant will assist WWF-Viet Nam in implementing the project activities by drafting a high-
quality, logically structured, and internally consistent proposal to be submitted to the Mitigation
Action Facility (MAF), in close coordination with all experts working under this project.


http://vietnam.panda.org/
http://vietnam.panda.org/

i, Scope of work and deliverables

Task Timeline Expected Outputs
1. Internal Coordination July - Aug - Consolidated proposal
and Tracking 2025 development workplan and timeline
- Keep track of technical contributors
- Weekly status updates on progress
and gaps
2. Proposal Drafting and Jul- - Rolling draft background proposal
Support September sections
2025 - Support write-up of technical
components
- Contribute to draft logframe
3. Review and Synthesis of | Jul— - Technical review and synthesis of
Annexes September annexes
2025 - Summary of key content and
alignment
- Cross-referencing suggestions and
gap analysis
4. Consistency and Quality | August— - Fullinternal consistency check
Control October 2025 | - Feedback integration and version
tracking
- Memo summarizing changes and
actions
5. Final Proposal Package End of - Finval review and synthesis of
and Submission Support September for | annexes
key - Co-write full proposal with the team
documents - Final review and clean-up of
proposal and materials
Feb-June - Document donor comments and
2026 for full final revisions
proposal

Iv. Required Qualifications

Education and General Background

- Advanced university degree in a relevant field such as public policy, environment,

sustainable

development,

environmental science.
- Demonstrated understanding of climate finance, project cycle management, and
international donor proposal requirements.

international

relations, climate

change,

or



Professional Experience

- Minimum of 10 years of proven experience in developing full proposals for
complex, multi-stakeholder, and donor-funded projects—preferably for
international organizations, climate funds, or development agencies.

- Strongtrack record in synthesizing technical inputs and aligning annexes (e.g.,
GESI, M&E, risk assessment) with main proposal narratives and logframes.

- Demonstrated experience in coordinating interdisciplinary teams and managing
proposal workflows under tight deadlines

Technical Skills

- Excellent command of results-based management tools, including theory of
change and logical framework approaches.

- High proficiency in English technical writing and editing, with proven ability to
structure and polish complex content for clarity, consistency, and donor
compliance.

- Familiarity with gender-responsive and socially inclusive project design is an
advantage.

- Experience in developing or reviewing M&E frameworks, particularly gender-
sensitive indicators and risk mitigation strategies.

Soft Skills and Attributes

- Strong organizational and coordination skills, including ability to manage multiple
inputs and deadlines simultaneously.

- Excellent communication and interpersonal skills, with the ability to engage
constructively with experts, partners, and program staff.

- Meticulous attention to detail and a proactive approach to quality assurance and
troubleshooting inconsistencies.

- High level of professionalism and responsiveness in a collaborative work
environment.

Desirable

- Knowledge of local policy context and stakeholders in the energy, industry, or
climate sectors.

- Familiarity with WWF’s programmatic approach or similar environmental NGO
structures.

V.  Working Relationship



The consultant will report to the Program Manager, Climate and Energy, and coordinate with
WWE-Viet Nam’s consultants. Close collaboration is expected with gender, M&E, and sector
experts.

VI. Submission Requirements

Interested consultants/experts team can email applications to procurement@wwf.org.vn
including Curriculum Vitae, brief proposal, total working days with a daily rate, and total
estimated cost. Please mention the reference subject: Proposal Development Consultant —
VISION Project

Vil. Evaluation Criteria

The Service Provider will be evaluated based on the following methodology:

e Technical Criteria weight: 70% (scored out of 100)
e Financial Criteria weight: 30% (scored out of 100)

Criteria Scores
A. Technical criteria 70
1. RELEVANT EXPERIENCES FOR THE MISSION 55
- UNDERSTANDING OF THE MANDATE 5
- METHODOLOGY

20

- EXPERIENCE IN THE FIELD OF STUDY o5

2. QUALIFICATIONS 10
3. IMPLEMENTATION SCHEDULE 10
B. Financial criteria 30
Total (A + B): 100



mailto:procurement@wwf.org.vn

VIIl. Request for competency profile and proposal

Based on the contents of the assignment described in the Terms of Reference, the candidates are
requested to submit the Application, according to the following forms:

NO Contents Form

1 Technical Proposal - TBD by the consultant Annex 1
2 Letter of interests Annex 2
3 Curriculum vitae (CV) Annex 3

Release Letter (if expert is working full-time Annex 4
4 at a state-owned units or non-state
agencies)




Annex 1. Technical Proposal/Dé xuat ky thuat

Proposed methodologies, approaches, describe your relevant experience and capabilities, and
suggest a plan for carrying out the tasks from the consultant (if selected)

Tu van dé xuat phuong phap luan, cach ti€p can, mo ta tinh dap (rng nang luc kinh nghiém ctia minh va
dé xuat k& hoach thuc hién nhiém vu (néu dugc lua chon)

Criteria Consultant briefing on meeting requirements

1. Relevant experiences for the mission

- Understanding of the mandate

- Methodology

- Experience in the field of study

2. Qualifications

3. Implementation schedule

Full Name and Signature: Date Signed: , 2025



Annex 2. Letter of interests

To:

LETTER OF CONFIRMING INTEREST AND AVAILABILITY
Date ,2025

World Wide Fund for Nature-Viet Nam (WWF-Viet Nam)

Dear Sir/Madam,

| hereby declarethat:

a)

b)

g)
h)

I have read, understood and hereby accept the Terms of Reference (ToR) describing the duties and
responsibilities of Individual Consultant to provide assistance to ............ (name of assignment);

| hereby propose my services and | confirm my interest in performing the assignment through the
submission of the CV which | has duly signed and attached hereto as Annex 1;

In compliance with the requirements of the ToR, | hereby confirm that | am available for the entire
duration of the assignment, and | shall perform the services in the manner described in the
proposed work plan with timeline to carry out the assignment.

| hereby propose to complete the services based on the following payment rate:
D An all-inclusive daily fee of ............. VND for the daily rate of ............ VND/working day.

D A total lump sum of payable in the manner described in the ToR.

| recognize that the payment of the abovementioned amounts due to me shall be based on my
delivery of outputs within the timeframe specified in the TOR, which shall be subject to WWF-Viet
Nam's review, acceptance and payment certification procedures;

This offer shall remain valid for a total period of ................. days after the submission deadline;
If | am selected for this assignment, | shall sign an Individual Contract with WWF-Viet Nam;

| fully understand and recognize that WWF-Viet Nam is not bound to accept this proposal, and |
also understand and accept that | shall bear all costs associated with its preparation and
submission and that WWF-Viet Nam will in no case be responsible or liable for those costs,
regardless of the conduct or outcome of the selection process.

Full Name and Signature: Date Signed: , 2025



Annex 3. Curriculum vitae (CV)

CURRICULUM VITAE (CV)/ LY LICH CHUYEN GIA

(Pon vi tw vdn/Chuyén gia st dung so’yéu ly lich sdn c6 hodc s’ dung mau dinh kém. C4 nhan chuyén
gia tu'van trong danh séch néu tai M4u sé 3 phai ké khai Mau nay.)

1. Vi tri dé xuat/Proposed Position (Chi dé xuat 1 tu’van cho 1 vi tri/only one candidate shall be
nominated for each position): _

2. Tén chuyén gia/Name of Expert (Dién ddy du ho va tén/Insert full name):
3. Pia chi email/Contact email: Pién thoai lién hé/Contact phone No.:
4. Ngay thang nam sinh/Date of Birth: Quéc tich/Citizenship:

Ma s6 thué ca nhan/ID tax code:

5. Trinh dé van héa/Education and Trainings (Liét ké bang t6t nghiép cao dang/dai hoc va cac
khéa hoc chuyé&n nganh khac clia chuyén gia tu van, néu tén trudng hoc, loai bang cap va thdi gian
nhan bang/Indicate college/university and other specialized education and trainings of expert, giving
names of institutions, degrees obtained):

Loai bang cap:

Truong hoc:

Thoi gian nhan bang:

6. Thanh vién hiép héi chuyén mén/Membership in Professional Associations:

7. Linh vuc chuyén mén/Areas of expertise: (Liét ké day du nhat cac linh vuc chuyén mén,
nghiép vu clia tu van/List out as much as possible your professional expertise)

8. Kinh nghiém lam viéc véi WWF (néu cé)/Previous working experience with WWF, if any
(Liét ké cac nhiém vu tuvan da tirng dam nhan tai WWF/List out assignments which expert has worked
with WWF):

T (nam)/From (Year): : Dén (nam)To (Year):

Tén Dy &n va dia diém trién khai Du an/Project name and location:
Vi tri ddm nhan va cac nhiém vu dugc phan céng Positions held/main assignment:
Pong nghiép/cap trén da tirng la cong su/Focal point that you worked with: _

9. Kinh nghiém lam viéc véi cac T chirc phi chinh phu, cac té chirc qudc té song phuong va
da phuong (néu co6)/Previous working experience with INGOs, bi-lateral of multi-lateral



international organizations, if any (Liét ké danh sach céac td chifc ma tu van da tirng lam viéc/List out
name of the organizations you have worked with)

10. Minh chirng ctia Sw phu hgp véi nhiém vu/Relevant Professional Record

(Tham chiéu t&i nhitng Céng viéc/Nhiém vu tru’éc ddy moé ta tét nhét nang luc thuc hién nhiém
vu du'oc giao/Describe work undertaken that best illustrates capability and experience to handle the
Tasks Assigned)

T (n@m)/From (Year): : Dén (nam)To (Year):

Pon vi str dung lao dong/Employer:

Vi tri ddam nhéan / Positions held/:
11. Cac nghién ctu lién quan va cac bai da dang: Relevant Researches, Publications

(Liét ké va mo té cdc nghién cttu va bai dang mo ta tét nhat nang luc va kinh nghiém dé dam
nhén nhiém vu dugc giao/List and Describe researches and publications that best illustrates capability
and experience to handle the Tasks Assigned)

Cam doan/Certification:

Toi, ky tén dudi day, cam doan la ban CV nay mo ta chinh xac ban than toi, nang luc va kinh nghiém
cua tdi. Téi nhan thire dugc rang moi i khai khéng chinh xac & day déu c6 thé dan dén viéc téi bi Bén
moi thau loai hodc sa thai./l, the undersigned, certify that to the best of my knowledge and belief, this
CV correctly describes my qualifications, and my experience. | understand that any misstatement or
misrepresentation described herein may lead to my disqualification or dismissal by the Purchaser.

Toi dong y d&8 WWEF-Viét Nam str dung dif liéu clia tdi vao danh séach cac tu van tiém nang va nhan céc
théng bdo mai thau phu hgp khi dugc trién khai/l accept that WWF-Viet Nam can use my data to update
WWHF’s consultant list and send bid invitations to me when properly. (Lua chon/Optional: Tu vdn cé
thé x6a dong nay néu khéng ddng y dé WWF-Viét Nam cdp nhét lién hé cta minh vao di liéu danh sach
chuyén gia/Expert delete this statement if you do not accept to be recorded into WWF’s consultant
list).

Pai dién nha thau ndép HSBX Tén twvan

(Ky, ghi rd ho tén, chirc vu, déng dau) (Ky, ghiré ho tén)

Ngay/thang/nam Ngay/thang/nam



Annex 4. Release Letter (if expert is working full-time at a state-owned units or non-state agencies )

(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)

(Ap dung cho tu’ vén cd nhan la nhan vién toan thoi gian cho mét té chie va chi duoc yéu cdu ndp
tru'de khi ky két hop déng dich vu tuw’vén)

[LETTERHEAD OF CONFIRMATION LETTER ISSUED]

RELEASE LETTER- THU XAC NHAN
Date & Time

Ngay

To: WWEF-Viet Nam
Kinh guri: WWF-Viet Nam

The [Name of the Organization] agrees that:

[Tén t6 chirc] dong y:

Mr/Ms. [Name of Consultant], [Job title in the organization]

ID Number: issued by: dated:

Mr/Ms. [Tén tu van], [Chic vu]

S6 CMT: CAP LA wevrevreereeenerererereenns NEAY evrrrreeeeeeeeeirereeeeeen

Has been approved by [Name of the Organization] to provide independent consulting services for
WWE-Viet Nam on [Name of the consultancy assignment] under [Project name] during the time,
tentatively from [when] to [when].

[Tén t8 chirc] ddngy cho phép 6ng/ba [Tén tu van] thuc hién dich vu tu' van déc lap cho t6 chirc WWF
Viét Nam trong khuén khd du an. [Tén du 4n] trong khoang thdi gian dy kién tir.....dén .....

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 assighed by his/her
employer.

Trong thai gian thuc hién dich vu tuvan nay, Ong/ba. [Tén tu'van] cam két:

- Thuc hién céc dich vu tu van ngoai gid lam viéc chinh thirc quy dinh bdi [Tén td chirc] hodc



trong thoi gian nghi phép ctia Ong/Ba [Tén tu van]

- Thuc hién céc céng viéc tu van doc lap ngoai pham vi nhiém vu chinh thirc dugc giao tai [Tén
t6 churc]

Sincerely,

Trén trong,

(Sign or seal according to the internal authority of the certifying organization

(Ky déng ddu hodc déng dau theo thdm quyén néi bé cla té chire xac nhén)



