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WWF-Viet Nam
No.6, Lane 18, Nguyen Co Thach street, Tu Liem ward, 
Hanoi, Viet Nam
Tel: +84 24 37193049 
Website: www.vietnam.panda.org



REQUEST FOR PROPOSAL

Consultant to support Prosperous Farmers and Forests Partnerships project
RFP No: FY26-0357

Date: 09 October 2025
WWF is one of the first international non-governmental organizations to work in Viet Nam. In 1985, WWF began implementing the national conservation strategy and has since worked closely with the Government of Viet Nam on a wide range of environmental issues as well as field activities across the country. Learn more at http://vietnam.panda.org/ 
WWF-Viet Nam, under the project Prosperous Farmers and Forests Partnerships (PFFP) would like to call for proposals from eligible individual consultants who are interested in submitting the proposal for the “Consultant to support Prosperous Farmers and Forests Partnerships project” package.
The scope of work, deliverables, implementation timeline, and specific requirements on experience and qualifications are detailed in the Request for Proposal (RFP) and its annexes:
· Annex 1: Terms of Reference
· Annex 2: Instructions to Consultants
· Annex 3: Proposal Submission Forms
· Annex 4: WWF General Terms and Conditions
SUBMISSION INSTRUCTIONS:
[bookmark: _Hlk188280060]Please submit your electronic proposal to WWF-Viet Nam via email to  vien.dangcong@wwf.org.vn  ; và  lan.huynhthi@wwf.org.vn  ;
Email subject: “FY26-0357 – [Consultant’s Name] – Consultant to support Prosperous Farmers and Forests Partnerships project”
The maximum size per email that WWF-Viet Nam can receive is 25 MB.
Submission deadline: 15:00 (ICT), 10 October 2025.



ANNEX 1: TERMS OF REFERENCE

	Position title:
	Project support consultant, Prosperous Farmers and Forests Partnerships project

	Directly reports to:
	Project Manager, WWF-Vietnam

	Base location:
	Based in Quang Tri province, Viet Nam, and traveling to the project site and other provinces when required


I. Background
WWF was one of the first international non-government organizations working in conservation in Viet Nam. In the 1990s, WWF began working on a national conservation strategy; and since then has worked closely with the Vietnamese government on a diverse range of environmental issues and implemented field activities across the country. WWF-Vietnam is part of WWF-Greater Mekong of which operates in 5 countries: Laos, Thailand, Myanmar, Cambodia and Vietnam. Find out more at http://vietnam.panda.org/
WWF-Viet Nam cooperates with Slow Vietnam Co., Ltd. to implement the PFFP project with the aims of contributing to climate vulnerability reduction of critically impacted natural forests in the biodiversity corridor in Quang Tri province and coffee plantations and improving local livelihoods through sustainable agroforestry and inclusive private sector growth. In the long-term, the partnership will contribute to community development in Quang Tri and will improve smallholders’ livelihoods in Huong Hoa district in particular by supporting sustainable agroforestry. The agroforestry model provides climate-resilient, sustainable nature-based livelihoods which enable smallholders to improve their livelihoods through the production of high-quality, fair, and forest-friendly coffee and the implementation of suited technological solutions for full traceability and certifiability.
II. Major Function
The project support consultant will work under part-time base with occasional field visits to the project site and other places and provide support in various aspects of administrative, financial work and partly technical support to the PFFP that ensures the compliance with operations systems, policies and procedures of WWF-Viet Nam.
III. Major Duties and Responsibilities:
1. Project Supporting Duties:
	No.
	Work duties
	Deliverables
	Timeline and man-days

	
	
	
	Oct25 (partial)
	Nov25
	Dec25
	Jan26
	Feb26
	Mar26
	Apr26
	May26
	Jun26 (partial)

	

1
	Provide in-time and appropriate support to Project Manager and Project Officer on all aspects of project management, including: budget planning, expenditure monitoring, logistic supports of travels and events, and other relevant administrative supports;
	- Monthly reports to update on work (status, result, upcoming plans, etc.) and attachments (if any);
- Final report to compile and hand-over the work prior to contract closure.
	4
	7
	7
	6
	7
	7
	7
	7
	4

	2
	Prepare due diligences, activity plans, procurement plans, contracts with project’s partners/counterparts, suppliers/service providers, and consultants upon requirements of the Project Manager in-time and in compliance with WWF-Viet Nam’s policy;
	
	2
	6
	6
	5
	6
	6
	6
	6
	4

	3
	Supporting granted partners and contracted servicers in compilation of supporting documents and finalization of financial reports (if any);
	
	2
	3
	5
	2
	2
	5
	3
	3
	3

	4
	Assist projects’ technical staff on information management including data collecting, processing, recording and monitoring - in the technical aspect - as required.
	
	2
	4
	4
	3
	4
	4
	4
	4
	4

	
	TOTAL
	10
	20
	22
	16
	19
	22
	20
	20
	15


Total man-days: 164 man-days

2. Networking:
· Supporting the partnership between PFFP project and partners and other stakeholders;
· Establishing and maintaining the effective formal and informal links with suppliers, service providers, agencies and consultants to ensure availability of their services when required with the appropriate cost range and quality of services;
· Working closely with the Finance team for financial support to PFFP project;
· Willing to co-support to other projects/programs within the WWF-Vietnam network when required;
IV. Profile:
1. Required Qualifications:
· Bachelor diploma in development, social sciences and humanities, conservation or related fields.
· Bachelor’s degree in English, finance and accounting fields is an advantage.
· Basic knowledge of environmental and conservation issues in Viet Nam, and community based natural resource management.
· At least 2 years of practical experienced as project admin officer or project assistant. Experience in working with WWF is an advantage.
· Good understanding of normal practice in non-profit organizations an familiarity with the project areas is preferred; understanding of administrative issues is an advantage.
2. Required Skills and Competencies:
· Time management and organizational skills; communication and interpersonnal skills
· Teamwork, especially in a multi-cultural team and with local partners and communities. 
· Attention to detail; flexible; and enthusiastic.
· Working well under pressure and towards tight deadline with minimum supervision.
· Willing for travelling to the field in provinces and working overtime if required.
· Operating standard office equipment including but not limited to computers, printers, calculators and fax machines; proficiency in MS Office.
· Basic communication in written and spoken English.
· Identifies and aligns with the core values of the WWF organization: Courage, Collaboration, Respect & Integrity.
· Adheres to WWF’s values, which are: Knowledgeable, Optimistic, Determined and Engaging.
V. Working Relationships
Internal: Working in close collaboration with project technical staff and keeping regular contacts with technical, finance and admin teams.
External: Liaise with partners, private sectors, consultants, local and international NGOs, communities. Interacting with suppliers and service providers.
This Terms of Reference covers the main tasks and conveys the spirit of the sort of tasks that are anticipated proactively from the consultant. Other tasks may be assigned when necessary according to organizational needs




[bookmark: _Hlk188287068][bookmark: _Toc169168022][bookmark: _Toc169168030]ANNEX 2: INSTRUCTIONS TO CONSULTANTS

I. General Principles
· WWF reserves the right to accept any proposal or to reject all proposals.
· This is an invitation to submit proposals. WWF may cancel this process without notice and shall not be liable for any consequences arising from this invitation.
· WWF has no obligation to award a contract to the lowest-priced proposal or to any consultant; the decision of the Procurement Committee shall be final.
II. Language
The invitation documents as well as all communications between WWF and the Consultants relating to this invitation shall be written in Vietnamese or English.
III. Proposal Components and Submission Method
1. Proposal Components:
· Curriculum Vitae (CV) specifying relevant qualifications and experience
· Financial Proposal: Consultants shall prepare the financial proposal using the attached template to ensure completion of the assignment (including estimated travel expenses, if any).
The proposed financial fee must be inclusive of Personal Income Tax (PIT).
2. Proposal Submission:
Please submit your electronic proposal to WWF-Viet Nam via email to vien.dangcong@wwf.org.vn  ; và  lan.huynhthi@wwf.org.vn  ;
Email subject line: “FY26-0357 – [Consultant’s Name] – Consultant to support Prosperous Farmers and Forests Partnerships project”
The maximum email size that WWF-Viet Nam can receive is 25 MB.
Submission deadline: 17:00 (ICT), 15 October 2025.
IV. Extension of Submission Deadline and Clarifications
WWF-Viet Nam may extend the submission deadline if it considers necessary to increase the number of proposals received or to amend the requirements.
If the deadline is extended, WWF-Viet Nam will make a public announcement and inform consultants who have already submitted proposals.
Consultants who have submitted proposals may revise, supplement, and resubmit them. If a consultant does not resubmit, the original proposal shall remain valid.
V. Late Submissions
Proposals received by WWF-Viet Nam after the submission deadline will not be opened or considered. Any documents submitted by the Consultant after the deadline as amendments or supplements will be invalid, except documents requested by WWF-Viet Nam to clarify eligibility, capacity, and experience.
VI. Clarification of Proposals
If after the submission deadline WWF-Viet Nam finds that a proposal lacks documentation proving eligibility, capacity, and experience, the Consultant will be permitted to provide such documentation within a reasonable timeframe. Any written clarification provided by the Consultant will become an integral part of the proposal.
To assist in the evaluation and comparison of proposals, WWF-Viet Nam, at its discretion, may request any Consultant to clarify its proposal. Clarifications that are not directly responsive to WWF-Viet Nam’s request will not be considered. Requests and responses must be made in writing. No change in price or substance of the proposal shall be sought or accepted, except for the correction of discrepancies or arithmetic errors.
VII. Currency
Consultants are required to use Vietnamese Dong (VND) when quoting their consulting fee.
VIII. Taxes
Consultants are responsible for familiarizing themselves with the applicable tax regulations and laws of the Government of Viet Nam relating to consulting firms and individuals under this assignment. Payments made by WWF-Viet Nam under the contract will be inclusive of local taxes.
IX. Proposal Validity
Proposals shall remain valid for 90 days from the submission deadline.


ANNEX 3: PROPOSAL SUBMISSION FORMS
RFP No: FY26-0357
Consultant to support Prosperous Farmers and Forests Partnerships project
Consultancy on preparing documents by using the following forms:
	No
	Description
	Form

	1
	CURRICULUM VITAE (CV) FOR PROPOSED KEY CONSULTANT(S)
	FORM 1

	2
	AGREEMENT TO ESTABLISH A GROUP OF CONSULTANTS
	FORM 2

	3
	FINANCIAL PROPOSAL
	FORM 3













[bookmark: bookmark=id.23ckvvd][bookmark: _heading=h.ihv636][bookmark: bookmark=id.41mghml][bookmark: _Toc169168037]


[bookmark: _Toc169168040]FORM 1 - CURRICULUM VITAE (CV) FOR PROPOSED KEY CONSULTANT(S)
[Please use the consultant’s existing CV or the attached template. This set of CVs must include the curriculum vitae of all proposed key consulting personnel.]
Proposed Position (only one candidate shall be nominated for each position):
Name of Consultant (Insert full name):
Date of Birth:
Vietnamese Identity Card: 
Education: (Specify college/university degree and other professional qualifications of the expert, stating the institutions, degrees obtained, and dates awarded)
Membership in Professional Associations (if any):
Employment Record:
	Period
	Name of Organization
	Position Held

	From … to …
	…
	….


Tasks Assigned under this Assignment:
	Provide details of the tasks to be performed under this assignment:
	[Indicate previous experience in carrying out similar tasks to demonstrate the ability to perform the assigned responsibilities]

	[Indicate the specific tasks to be undertaken under this assignment]
	 

	...
	 


Competence: [Provide detailed description of experience and training undertaken that are relevant to the scope of work. For each project, specify the tasks assigned, and name/address of the client/employer.]
Professional Training: [Indicate key training relevant to the assignment]
Languages: [For each language, indicate proficiency level – good, fair, or poor – in speaking, reading, and writing.]
Contact Information: [Provide name, telephone number, and email of a person who can verify the information provided.]
Professional References: [Provide three professional references and/or evidence of relevant experience and demonstrated competence.]
I certify that the information provided above is true and correct. I understand that any misrepresentation may result in disqualification and I take full responsibility under the applicable laws.
______, Date: ___________

Signature and Full Name
Note:Upon request, the Consultant shall provide copies of contracts, diplomas, and professional certificates.
[bookmark: _Toc169168042][bookmark: _Toc169168043]FORM 2 - FINANCIAL PROPOSAL

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

[Package No]. 
We, the consultant team, undersigned, propose to provide consulting services for the [Package Name]
Our Financial Proposal is [insert amount] VND (In words: …………), inclusive of all applicable taxes. Our Financial Proposal may be adjusted through Contract negotiation. In which:
I understand that WWF-Vietnam is not bound to accept any Proposal received.

Representative of the Consulting Group
						[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 Consulting fee
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	..
	
	
	
	

	1.2 Deliverable 2
	
	
	
	

	1.2.1 Consulting fee
	
	
	
	

	
	
	...
	
	

	
	
	...
	
	

	..
	
	
	
	

	1.3. Deliverable 3
	
	
	
	

	1.3.1 Consulting fee
	
	
	
	

	
	
	
	
	

	
	
	…
	
	

	..
	
	
	
	

	Sub-total
	

	2. Allowance, Accommodation, Complementary Travel Costs

	2.1 Allowance (Per-diem)
	
	...
	
	

	2.2 Accommodation costs 
	
	...
	
	

	…
	
	
	
	

	Sub-total
	

	Travel & Transport Cost

	3.1 Vehicle lease/rent
	
	...
	
	

	3.2 Other local transport
	
	…
	
	

	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
	






WWF's cost norm for reference:
1. Daily allowance:
	The per diem rate for domestic travel is VND 600,000 per day, which covers the following expenses: 

	Cost
	 Rate (in VND) 

	Breakfast 
	 50,000 

	Lunch
	 200,000 

	Dinner
	 250,000 

	Incidental expense 
	 100,000 



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

	1
	Điện Biên Phủ
	50.000

	2
	Nội Bài
	350.000

	3
	Cát Bi
	110.000

	4
	Vinh
	125.000

	5
	Đồng Hới
	170.000

	6
	Phú Bài
	260.000

	7
	Đà nẵng
	100.000

	8
	Chu Lai
	460.000

	9
	Pleiku
	130.000

	10
	Phù Cát
	320.000

	11
	Tuy Hòa
	110.000

	12
	Buôn Ma Thuột
	170.000

	13
	Cam Ranh
	350.000

	14
	Liên Khương
	260.000

	15
	Tân Sơn Nhất
	180.000

	16
	Rạch Giá
	150.000

	17
	Phú Quốc
	100.000

	18
	Cần Thơ
	230.000

	19
	Côn Đảo
	250.000

	20
	Cà Mau
	50.000

	21
	Thọ Xuân
	470.000


3. Accommodation
Accommodation expenses will be reimbursed on actual basis but should not exceed the following rate:
	Location/Areas
	Maximum gross rate per room per night (in VND)

	Wards under City
	2,000,000

	Wards under Province or Tourist sites
	1,500,000

	Communes under City
	1,200,000

	Communes under Province
	800,000



A lump sum support of VND 200,000/person/night will be paid as an unsupported minor expense in case invoices/financial documents for accommodation expenses are not provided.
4. Research Assessment Evaluations Activities
This is the norm applied to individuals participating in supporting investigation/research/assessment activities, excluding travel support expenses.
	No
	Cost
	Norm
	Note

	1
	Allowance for data collectors
	200,000/ person/day
	Pay 50% in case of working half a day (including PIT (if any)).
· This allowances does not apply to partners who received monthly allowances from WWF, consultants, and WWF
employees.

	2
	Supervisors collect data
	300,000/ person/day
	

	
3
	
Allowance for local guides or operational support
	
250,000/ person/day
	

	


4
	


Allowance interviewees
	In-depth interview (IDI)
	
200,000/ person/day
	

	
	
	Discussion groups (FGD)/ Answer the
questionnaire
	100,000/
person/time
	



Note:
WWF will deduct 10% personal income tax on fixed-rate payments without invoices, including: consulting fees, per diem expenses, and daily/day labor wages for outsourced labor (these amounts must be accompanied by a receipt with the recipient's ID card information).
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