

[bookmark: _Toc532877182][bookmark: _Toc71815317][bookmark: _Toc62564055][bookmark: _Toc71416047]Form-1 – TECHNICAL PROPOSAL SUBMISSION FORM 
For [insert number and name of the package]
							

Date:		

To : World Wide Fund for Nature – Viet Nam
Attn: [insert if any)
Email address: [insert email address to which you submit your Proposal]

Dear Sirs/Madams,

We, the undersigned, offer to provide the consulting services for [Insert title of assignment] in accordance with the TOR/ Request for Proposals dated [Insert Date] and our Proposal. 

We are hereby submitting our Proposal, which includes this Technical Proposal and a Financial Proposal in single stage. [If the Consultant is a joint venture/consortia, insert the following: “We are submitting our Proposal in a joint venture/consortia between: [Insert a list with full name and the legal address of each member, and indicate the lead member]. 

We have attached a copy [insert: “of our Memorandum of Understanding to form a joint venture/consortia” or, if a Consortia is already formed, “the relevant information of the existing Consortia agreement”] signed by every participating member, which details the likely legal structure of, the leadership, and the confirmation of joint and severable liability of the members of the said joint venture/consortia.” or If the Consultant’s Proposal includes Sub-consultants, insert the following: “We are submitting our Proposal with the following firms as Sub-consultants: [Insert a list with full name and address of each Sub-consultant.”] 

We hereby declare that: 
a) All the information and statements made in this Proposal are true and we accept that any misinterpretation or misrepresentation contained in this Proposal may lead to our disqualification by the Contracting authority. 
b) Our Proposal shall be valid and remain binding upon us for the period of 90 days.
c) We undertake to negotiate a Contract on the basis of the proposed Key Experts. We accept that the substitution of Key Experts without written approval from the Employer may lead to the termination of Contract negotiations. 
d) Our Proposal is binding upon us and subject to any modifications resulting from the Contract negotiations. 
We understand that the Contracting authority is not bound to accept any Proposal that you receives. 

We remain, 

Yours sincerely, 

Authorized Signature and Company Stamp
Name and Title of Signatory: 
Name of Consultant (company’s name or JV’s name): 

[For a joint venture, either all members shall sign or only the lead member, in which case the power of attorney to sign on behalf of all members shall be attached.]

	


[bookmark: _Form_TECH-2_Consultant’s][bookmark: _Toc71815318][bookmark: _Toc71416046]Form-2 – DECLARATION OF UNDERTAKING 
Date:		

Tender Ref.:		

We underscore the importance of a free, fair and competitive procurement process that precludes abusive practices. In this respect we have neither offered nor granted directly or indirectly any inadmissible advantages to any public servant or other person nor accepted such advantages in connection with our bid, nor will we offer or grant or accept any such incentives or conditions in the present procurement process or, in the event that we are awarded the contract, in the subsequent execution of the contract. We also declare that no conflict of interest exists in the meaning of the kind described in the corresponding Guidelines.
We commit NOT to participates in more than one Proposal in this bidding process, both as an individual firm and as a JV member. 
We commit NOT to have a close business or family relationship with a professional staff of the Purchaser  who: (i) are directly or indirectly involved in the preparation of the TOR/bidding documents or specifications of the contract, and/or the bid evaluation process of such contract; or (ii) would be involved in the implementation or supervision of such contract.

We commit to have sufficient financial and legal capacity as well as experience to carry our consultancy services in accordance with the provisions and requirements set forth in this Request for Proposal. 

We commit not being in the process of dissolution; nor be concluded to be in bankruptcy, nor in state of cash-flow insolvency and/or balance-sheet insolvency. 

We also underscore the importance of adhering to environmental and social standards in the implementation of the project. 

We undertake to comply with applicable labour laws and the Core Labour Standards of the International Labour Organization (ILO) as well as national and applicable international standards of environmental protection and health and safety standards.

We will inform our staff about their respective obligations and about their obligation to fulfil this declaration of undertaking and to obey the laws of the country of Viet Nam.

We also declare that our company/all members of the consortium has/have not been included in the list of sanctions of the United Nations, [select subject to Donor(s) “nor of the US Government, nor of the EU, nor of the German Government] nor of the Government of Viet Nam nor in any other list of sanctions and affirm that our company/all members of the consortium will immediately inform the client if this situation should occur at a later stage. 

We acknowledge that, in the event that our company (or a member of the consortium) is added to a list of sanctions that is legally binding on the client, the client is entitled to exclude our company/the consortium from the procurement procedure and, if the contract is awarded to our company/the consortium, to terminate the contract immediately if the statements made in the Declaration of Undertaking were objectively false or the reason for exclusion occurs after the Declaration of Undertaking has been issued. 

------------------------------
[Authorized Signature and Company Stamp
Name and Title of Signatory: 
Name of Consultant (company’s name or JV’s name): ]

[For a joint venture, either all members shall sign or only the lead member, in which case the power of attorney to sign on behalf of all members shall be attached.]


[bookmark: _Toc71815319]Form-3 CONSULTANT’S ORGANIZATION AND EXPERIENCE (for Firm Consultant)

A - Consultant’s Organization

[Provide here a brief (maximum one pages) description of the background and organization of the Consultant (including associate firms) and, if applicable, Sub-Consultant and each joint venture partner for this assignment.] . Consultant can fill in the following form:


	Name of Company:
[Insert Bidder’s legal name]

	In case of Joint Venture (JV), legal name of each member:
[Insert legal name of each member in JV]

	Country of registration:
[Insert actual or intended country of registration]

	Year of registration:
[Insert Bidder’s year of registration]

	Address in country of registration:
[Insert Bidder’s legal address in country of registration]

	Authorized Representative Information
Name: [Insert Authorized Representative’s name]
Address: [Insert Authorized Representative’s address]
Telephone/Fax numbers: [Insert Authorized Representative’s telephone/fax numbers]
E-mail address: [Insert Authorized Representative’s email address]

	1. Attached are copies of original documents of [Check the box(es) of the attached original documents]
 Articles of Incorporation (or equivalent documents of constitution or association) and/or documents of registration of the legal entity named above;
 In case of JV, letter of intent to form JV or JV agreement.
2. Included are the organizational chart, a list of Board of Directors, and the beneficial ownership.



Name and Title of Signatory: 
Name of Consultant: (company’s name or JV/Consortia’s name)
In the capacity of: Lead Applicant
Address: 
Contact information (phone and e-mail): 









B - Consultant’s Experience

Using the format below, provide information on each assignment for which your firm, and each associated firm or joint venture partner or Sub-Consultant for this assignment, was legally contracted either individually as a corporate entity or as one of the major companies within an association or joint venture or as a Sub-Consultant, for carrying out consulting services similar to the ones requested under this assignment. 

	Duration (From… to…)

	Assignment name/& brief description of main deliverables/outputs
	Name of Client & Country of Assignment

	Approx. Contract value (in VND equivalent)/ Amount paid to your firm
	Role in the Assignment

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Notes: 
[bookmark: _Hlk106017913]Consultants must have at minimum 1 contract with a value of at least 440,000,000 VND per year; or two contracts with value of at least 220,000,000 VND each per year; or having a cumulative value of the contracts equivalent to 440,000,000 VND VND per year.
For a joint venture, the experience is calculated as the sum of the experience of the joint venture members
C - Consultant’s Financial Qualifications (For firm consultant)

Each Consultant or member of a JV must fill in this form

Information from Balance Sheet
	
	Year 1: 2020
	Year 2: 2021
	Year 3: 2022

	Total Assets
	
	
	

	Total Liabilities
	
	
	

	Net Worth
	
	
	

	Current Assets
	
	
	

	Current Liabilities
	
	
	

	Working Capital
	
	
	



Information from Income Statement

	
	[bookmark: _Toc77683227][bookmark: _Toc78834804]Year 1: 2020
	[bookmark: _Toc77683228][bookmark: _Toc78834805]Year 2: 2021
	[bookmark: _Toc77683229][bookmark: _Toc78834806]Year 3: 2022

	Total Turnover
	
	
	

	Profits Before Taxes
	
	
	

	Profits After Taxes
	
	
	


[bookmark: _Toc71815320]
Form-4 – DESCRIPTION OF APPROACH, METHODOLOGY AND WORK PLAN TO PERFORM THE ASSIGNMENT 
	

You are suggested to present your Technical Proposal divided into the followings:

a) Understanding of the mandate and objectives of the Project and the Assignment 
b) Technical Approach and Methodology,
c) Work Plan, and
d) Team organization and Personnel.


a)     Understanding of the Mandate and objectives of the Project and the Assignment: [You should explain your understanding of the project andTOR especially objectives, timeline and mandate of the assignment, approach to the services and outputs.]


b)   Technical Approach and Methodology. [You should explain your approach to the services, methodology for carrying out the activities and obtaining the expected output, and the degree of detail of such output. You should highlight the problems being addressed and their importance, and explain the technical approach you would adopt to address them. You should also explain the methodologies you propose to adopt and highlight the compatibility of those methodologies with the proposed approach.]

c)	Work Plan. [You should propose the main activities of the assignment, their content and duration, phasing and interrelations, milestones (including interim approvals by the Client), and proposed delivery dates of the reports. Please use the timeline in the TOR as a reference. The proposed work plan should be consistent with the technical approach and methodology, showing understanding of the TOR and ability to translate them into a feasible working plan. A list of the final documents, including reports, drawings, and tables to be delivered as final output, should be included here. The work plan should be consistent with the Work Schedule ]

d)	Team Organization and Personnel.[ You should propose the structure and composition of your team. You should list the main disciplines of the assignment, the key expert responsible, and proposed technical and support personnel. You shall also specify if you will be the lead firm in a joint venture or lead consultant in an association. It is suggested that the core researching team should include one team leader]





















[bookmark: _Toc71815321]Form-5 – TEAM COMPOSITION, TASK ASSIGNMENTS AND SUMMARY OF CV INFORMATION 
Date:		

Tender Ref.:	

	Name in full/Citizen-ship
	Area of 
Expertise 
	Experience which best illustrate the capability to handle tasks assigned
	Position/Detailed Task 
Assigned
	Highest Education / Degree (Year / Institution)
	No. of years of relevant experience

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	








































[bookmark: _Toc71815322]Form-6 – CURRICULUM VITAE (VC) FOR PROPOSED KEY EXPERTS 


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

2.	Name of Expert (Insert full name): 	

4.	Date of Birth: 	 Citizenship: 	

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

	

6.	Membership in Professional Associations: 	

	

7.	Other Trainings (Indicate significant training since degrees)	

	

8.	Countries of Work Experience: (List countries where expert has worked in the last ten years):

	

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

10.	Relevant Professional Record 
(Describe work undertaken that best illustrates capability and experience to handle the Tasks Assigned)

From (Year): 	 To (Year): 	
Employer: 	
Positions held: 	
11. Relevant Researches, Publications
(List and Describe researches and  publications that best illustrates capability and experience to handle the Tasks Assigned)




[bookmark: _Toc71815323]Form-7 – STATEMENT OF AVAILABILITY 
Date:		

Tender Ref.:	


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 envisaged in the proposal submitted.

	No
	Expert’s Name
	Title/Position
	Duration

	1
	
	
	

	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 Viet Nam in advance



------------------------------
[Authorized Signature and Company Stamp
Name and Title of Signatory: 
Name of Consultant (company’s name or JV’s name): ]

[For a joint venture, either all members shall sign or only the lead member, in which case the power of attorney to sign on behalf of all members shall be attached.]
























[bookmark: _Toc71815324]Form-8 –PERSONNEL SCHEDULE
Date:
Tender Ref.:	
	



























	
	[bookmark: _Toc54170572][bookmark: _Toc54170773][bookmark: _Toc71884081]No.
	Name of Expert / Position
	[bookmark: _Toc54170573][bookmark: _Toc54170774][bookmark: _Toc71884082]Professional Expert input in mandays
	[bookmark: _Toc54170574][bookmark: _Toc54170775][bookmark: _Toc71884083]Total input (days)

	
	
	Activity No.
	1
	2
	3
	4
	5
	6
	7
	8
	9
	..
	
	
	Home
	Field
	Total

	1
	
	[Home]
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	[Field]
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	[Home]
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	[Field]
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	[Home]
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	[Field]
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	N
	
	[Home]
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	[Field]
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	Total
	
	
	


[bookmark: _Hlk132260470][bookmark: _Toc71815325]Form-9 –WORK PLAN
Date:		

Tender Ref.:



	N°
	Activity
	Weeks

	
	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	..
	n

	1
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	..
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	N

	
	
	
	
	
	
	
	
	
	
	
	
	
	































Form-10– FINANCIAL PROPOSAL SUBMISSION 
For [insert number and name of the package]


Date:		


To : World Wide Fund for Nature – Viet Nam
Attn: [insert if any)
Email address: [insert email address to which you submit your Proposal]


Dear Sirs/Madams,

	We, the undersigned, offer to provide the consulting services for [insert number and name of the package] in accordance with your TOR/ Request for Proposal dated [Insert Date] and our Technical Proposal.  

Our attached Financial Proposal is for the amount of [Indicate the corresponding to the amount(s) currency(ies)] [Insert amount(s) in words and figures], [select one, “including” or “excluding”] of all indirect local taxes. The estimated amount of local indirect taxes is [Insert currency] [Insert amount in words and figures] which shall be confirmed or adjusted, if needed, during negotiations.  

	Our Financial Proposal shall be binding upon us subject to the modifications resulting from Contract negotiations, up to expiration of the validity period of the Proposal.

	We understand you are not bound to accept any Proposal you receive.

	We remain,

Yours sincerely,


------------------------------
[Authorized Signature and Company Stamp
Name and Title of Signatory: 
Name of Consultant (company’s name or JV’s name): ]

[For a joint venture, either all members shall sign or only the lead member, in which case the power of attorney to sign on behalf of all members shall be attached.]





[bookmark: _Toc71815326]Form-10– FINANCIAL PROPOSAL – COST BREAKDOWN
Note: Travel and accommodation expenses should be proposed following the technical proposal. Please kindly take the cost norm of WWF in the last page for reference when preparing the financial proposal. The financial proposal will be evaluate based on the best price offer which including all related cost to conduct this assignment as breaked down in below tables. Please also share this calculation on an Excel file for easer of reference and finance check.
	
1. Consultant estimate the cost related to consulting activities, including fee for appraisal, evaluation, and printing relevant document related to the package.
2. Administrative procedures and costs related to technical meetings, and main consultation workshops will be organized and paid the related costs by the Project Implementation Unit (WWF-Vietnam) for the organization of these meetings, seminars, or workshops (except for consultants’ expenses). Consultants do not propose/ prepare these costs. However, budget line names for these work steps should be included in both the technical and financial proposals but they do not include amounts, and they are clearly noted to be paid for by WWF-Vietnam.



Detailed Cost Calculation for Total Package
 [insert number and name of the package]


	1. Remuneration
	Unit
	Quantity
	Unit Rate 
	Amount 

	1.1 Team Leader
	
	...
	
	

	1.2 Expert 1
	
	...
	
	

	1.3 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. Other cost

	4.1 ... 
	
	...
	
	

	4.2 ...
	
	...
	
	

	Sub-total 
	

	…

	
	
	
	
	

	
	
	
	
	

	Total
	

	Taxes 
	

	Grand – Total 
	






Detailed Cost Breakdown per Deliverables/Taks 
[insert number and name of the package]



Deliverable 1/Task 1: 

	1. Remuneration
	Unit
	Quantity
	Unit Rate 
	Amount 

	1.1 Team Leader
	
	...
	
	

	1.2 Expert 1
	
	...
	
	

	1.3 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 
	

	3. Travel & Transport Cost

	3.1 Vehicle lease/rent 
	
	...
	
	

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

	3.3 Flights 
	
	...
	
	

	…
	
	
	
	

	Sub-total 
	

	4. Other cost

	4.1 ... 
	
	...
	
	

	4.2 ...
	
	...
	
	

	Sub-total 
	

	…

	
	
	
	
	

	
	
	
	
	

	Total
	

	Local taxes 
	

	Grand – Total 
	




Deliverable 2/Task 2: 

	1. Remuneration
	Unit
	Quantity
	Unit Rate 
	Amount 

	1.1 Team Leader
	
	...
	
	

	1.2 Expert 1
	
	...
	
	

	1.3 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. Other cost

	4.1 ... 
	
	...
	
	

	4.2 ...
	
	...
	
	

	Sub-total 
	

	…

	
	
	
	
	

	
	
	
	
	

	Total
	

	Local taxes 
	

	Grand – Total 
	



Deliverable 3/Task 3:
….


WWF’s cost norm for reference:

Daily allowance:

	Daily allowance 1 day 
	Location
	Daily allowance (VND)

	Cities and provinces, national-level tourist site
	                               600,000

	District, commune
	                               450,000





· If lunch/dinner provided 02 lunches and dinners. it will be deducted from the daily allowance as follows:
	Daily allowance 1 day 
	Location
	Daily allowance (VND)

	Cities and provinces, national-level tourist site
	                               250,000/1 meal

	District, commune
	                 150,000/1 meal





· If the trip only generates 1 lunch or dinner in 1 day, only 50% of the per diem rate will be paid
· Airport transfer fee:
· Actual payment or following the norm below:
	No.
	Airport
	Location
	Cost norm for one way (from or to airport)

	1
	Noi Bai
	Ha Noi
	                       350,000 

	2
	Vinh
	Vinh City
	                       125,000 

	3
	Da Nang
	Da Nang city
	                       100,000 

	4
	Tan Son Nhat 
	Ho Chi Minh city
	                       180,000 

	5
	Cat Bi
	Hai Phong city
	                        110,000

	6
	Buon Ma Thuot 
	Buon Ma Thuot city
	                       170,000 

	7
	Phu Bai
	Huong Thuy-Thua Thien Hue
	260,000



· Accommodation:
	Location
	Maximum rate/pax/night

	Cities and provinces, national tourist site
	1,350,000

	District, commune
	700,000

	Support if travelers could not provide an invoice
	 200,000


· 
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