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TECH-1	Technical Proposal Submission Form
TECH-2	Financial Capacity of the Consultant
TECH-3	Organization of the Consultant
TECH-4	Experience of the Consultant
TECH-5	References of the Consultant
TECH-6	Description of Approach, Methodology and Work Plan for Performing the Assignment
TECH-7	Comments and Suggestions
TECH-8	Team Composition and Task Assignments
TECH-9	Staffing Schedule
TECH-10	Work and Deliverables Schedule
TECH-11	Curriculum Vitae (CV) of Proposed Key Professional Personnel
Note: 	Comments in brackets on the following pages serve to provide guidance for the preparation of the Technical Proposal and therefore should not appear on the Technical Proposal to be submitted.
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Form TECH-1.	Technical Proposal Submission Form
[Location, Date]
To:	Prathap Kasina
	Associate Programs Director
	Asia and Knowledge Management
Innovations for Poverty Action, a Non-Profit Corporation
101 Whitney Ave
New Haven, CT 06510, 
USA
Dear Mr. Kasina,
Re: LEGACY Baseline Survey 
We, the undersigned, offer to provide the consulting services for the above mentioned assignment in accordance with the terms in the Request for Proposal (RFP) dated [Insert Date] and our Proposal.
We are hereby submitting our Proposal, which includes this Technical Proposal, and a Financial Proposal, each sealed in separate and clearly marked envelope/parcel.
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 are hereby confirming our compliance with the specifics of ITC, Terms and Conditions of Purchase, Save the Children’s Child Safeguarding Policy, Save the Children’s Anti-Bribery and Corruption Policy, and IAPG Code of Conduct. 
If negotiations are held during the initial period of validity of the Proposal, we undertake to negotiate on the basis of the nominated Key Professional Personnel.
Our Proposal is binding upon us and subject to the modifications resulting from Contract negotiations, and we undertake, if our Proposal is accepted, to initiate the consulting services related to the assignment not later than the date indicated in this RFP.
We understand you are not bound to accept any Proposal that you may receive.

Yours sincerely,

	Authorized Signatory
	

	Name and title of Signatory
	

	Name of Consultant
	

	Address of Consultant
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Joint Venture or Association Agreements (if applicable, but without showing any Financial Proposal information).
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Form TECH-2.	Financial Capacity of the Consultant
[The Consultant’s financial capacity to mobilize and sustain the Services is imperative.  In the Proposal, the Consultant is required to provide information on its financial status.  This requirement can be met by submission of one of the following: 1) audited financial statements for the last three (3) years, supported by audit letters, 2) certified financial statements for the last three (3) years, supported by tax returns, or 3) a copy of the Consultant’s Dun & Bradstreet “Business Information Report” (BIR).  The Dun & Bradstreet report must be either notarized, or accompanied by the following statement by the Consultant:
“I certify that the attached Business Information Report has been issued by Dun & Bradstreet within thirty (30) days of the date of this certification, that the report has not been altered in any way since its issuance, and that it is true and correct to the best of my knowledge”
The statement must be signed by the authorized representative of the Consultant.
If the Proposal is submitted by a joint venture, all parties of the joint venture are required to submit their financial statements or Dun & Bradstreet BIRs.  The reports should be submitted in the order of the associate’s significance in the joint venture, greatest to least. 
Additionally, the following financial data form shall be filled out for the Consultant and all named associates.  IPA reserves the right to request additional information about the financial capacity of the Consultant.  A Consultant that fails to demonstrate through its financial records that it has the financial capacity to perform the required Services may be disqualified.]

	Financial Information
(US$ X,000’s)
	Historical information for the previous three (3) years
(most recent to oldest or equivalence in (US$ X,000’s)

	
	Year 1 (Year)
	Year 2 (Year)
	Year 3 (Year)

	Information from Balance Sheet

	(1) Total Assets (TA)
	
	
	

	(2) Current Assets (CA)
	
	
	

	(3) Total Liabilities (TL)
	
	
	

	(4) Current Liabilities (CL)
	
	
	

	Information from Income Statement

	(5) Total Revenue (TR)
	
	
	

	(6) Profits before Taxes (PBT)
	
	
	

	Net Worth (1) – (3)
	
	
	

	Current Ratio (2) / (4)
	
	
	


[Provide information on current or past litigation or arbitration over the last five (5) years as shown in the form below.][footnoteRef:1]  [1:  This information will be required only if the value of the procurement is over 8 million USD] 

Litigation or arbitration in the last five (5) years: No:_____Yes:______ (See below)
	Litigation and Arbitration During Last Five (5) Years


	Year
	Matter in Dispute
	Value of Award Against Consultant in US$ Equivalent
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Form TECH-3.	Organization of the Consultant
[Provide a brief description of the background and organization of your firm/entity and of each associate for this assignment.  Include the organization chart of your firm/entity.  The Proposal must demonstrate that the Consultant has the organizational capability and experience to provide the necessary administrative and technical support to the Consultant’s Project Team in country.  The Proposal shall further demonstrate that the Consultant has the capacity to field and provide experienced replacement Personnel at short notice.  Further, the Consultant must nominate a home-office project director who would manage the contract on behalf of the Consultant, if awarded, and submit his/her CV (using Form TECH-11).  
Maximum 10 pages, not counting the CV of home-office project director]
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Form TECH-4.	Experience of the Consultant
[Using the format below, provide information on each relevant assignment for which your firm, and each associate for this assignment, was legally contracted either individually as a corporate entity or as one of the major companies within an association, for carrying out consulting services similar to the ones requested under the Terms of Reference included in this RFP.  The Proposal must demonstrate that the Consultant has a proven track record of successful experience in executing projects similar in substance, complexity, value, duration, and volume of services sought in this procurement. 
Maximum 20 pages
	Assignment name:

	Approx. value of the contract (in current US$):

	Country:
Location within country:
	Duration of assignment (months):


	Name of client
	Total No. of staff-months of the assignment:

	Address:

	Approx. value of the services provided by your firm under the contract (in current US$):

	Start date (month/year):
Completion date (month/year):
	No. of professional staff-months provided by associated consultants:

	Name of associated consultants, if any:


	Name of proposed senior professional staff of your firm involved and functions performed (indicate most significant profiles such as project director/coordinator, team leader):

	Narrative description of project:


	Description of actual services provided by your staff within the assignment:




Name of Firm: _________________________________
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Form TECH-5.	References of the Consultant
[Provide contact information for at least two (2) references that can provide substantial input about: 
(a) The type of work performed
(b) Confirm the quality of the work experience listed in Form TECH-4.
IPA reserves the right to contact other sources as well as to check references and past performance. For each reference, list a contact individual, their title, address, facsimile, phone and e-mail address.   
[Maximum 4 pages] 
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Form TECH-6.	Description of Approach, Methodology and Work Plan for Performing the Assignment
[In this section, the Consultant should provide a comprehensive description of how it will provide the required Services in accordance with the Terms of Reference (TOR) included in this RFP.  Information provided must be sufficient to convey to the TEP that the Consultant has an understanding of the challenges in performing the required Services and that it has an approach, methodology and work plan to overcome those challenges. 
Your Technical Proposal should be divided into the following three (3) chapters:
1. Technical Approach and Methodology,
Work Plan, and
Organization and Staffing
1. Technical Approach and Methodology.  In this chapter, you should explain your understanding of the objectives of the assignment, 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.
1. Work Plan.  In this chapter, you should propose the main activities of the assignment, their content and duration, phasing and interrelations, milestones, and delivery dates of the reports.  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 and Deliverables Schedule of Form TECH-10. 
1. Organization and Staffing.  In this chapter, 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 staff.
Maximum 50 pages, including charts and diagrams]
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Form TECH-7.	Comments and Suggestions [OPTIONAL]
[These comments shall not be used for evaluation purposes, but may be discussed during negotiations.  IPA is not bound to accept any modifications proposed.  If the proposed modifications/suggestions would require changes in the offered price, it shall be noted as such, without giving the price of the change.  Disclosure of any prices in this form shall be reason for rejection of the Proposal. 
Maximum 5 pages]
A:	On the Terms of Reference
[Present and justify here any modifications or improvements to the Terms of Reference you are proposing to improve performance in carrying out the assignment (such as deleting some activity you consider unnecessary, or adding another, or proposing a different phasing of the activities).]  
B:  On the Counterpart Staff and Facilities
[Comment here on the counterpart staff and facilities to be provided by IPA.] 
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Form TECH-8.	Team Composition and Task Assignments

	Key Professional Personnel

	Name of Staff
	Organization
	Area of Expertise
	Position Assigned
	Task Assigned

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	



Section 4A: Technical Proposal Forms 
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	Staff input (in the form of a bar chart)1
	Total staff-month input

	
	
	
	12
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	N
	Home
	Field3
	Total
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	Subtotal
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	Total
	
	
	


1. For Key Professional Personnel the input shall be indicated individually; for support staff it shall be indicated by category (e.g.: draftsmen, clerical staff, etc.).
1. Months are counted from the start of the assignment.  For each Personnel indicate separately staff input for home and field work.
1. Field work means work carried out at a place other than the Consultant's home office.
	
	Full time input

	
	

	
	Part time input
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Form TECH-10.	 Work and Deliverables Schedule

	
	Activity
	Months

	
	
	1
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	11
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	3
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	N
	And so on
	
	
	
	
	
	
	
	
	
	
	
	



[Indicate all main activities of the assignment, including deliverables and other milestones, such as IPA approvals.  For phased assignments, indicate activities, deliverables and milestones separately for each phase.  Duration of activities shall be indicated in the form of a bar chart.  See TOR for the full list of deliverables.  Above is a sample format (to be further completed by the Consultant based on the TOR requirements) that shall be used by the Consultant as an indicator of the proposed work load.  The submission shall be evaluated as part of the Approach and Methodology.]
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Professional Personnel
	1. Proposed Position
	[only one candidate shall be nominated for each position]  

	Name of Firm
	[Insert name of firm proposing the staff]  

	Name of Personnel
	[Insert full name]  

	Date of Birth
	[Insert birth date]
	Nationality
	[Insert nationality]

	Education
	[Indicate college/university and other specialized education of staff member, giving names of institutions, degrees obtained, and dates of obtainment].

	Membership in Professional Associations
	

	Other Training
	[Indicate appropriate postgraduate and other training]  

	Countries of Work Experience
	[List countries where staff has worked in the last ten years]

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

	
	Language
	Speaking
	Reading
	Writing

	
	
	
	
	

	Employment Record
	[Starting with present position, list in reverse order every employment held by staff member since graduation, giving for each employment (see format here below): dates of employment, name of employing organization, positions held.]

	
	From [year]:
	To [year]:

	
	Employer:

	
	Position(s) held:

	Detailed Tasks Assigned
	[List all tasks to be performed under this assignment]

	Work undertaken that best illustrates capability to handle the tasks assigned:
	[Among the assignments in which the staff has been involved, indicate the following information for those assignments that best illustrate staff capability to handle the tasks listed under point 11.]

	
	Name of assignment or project:
	

	
	Year:
	

	
	Location:
	

	
	Client:
	

	
	Main project features:
	

	
	Position held:
	

	
	Activities performed:
	



References:
[List at least three individual references with substantial knowledge of the person’s work. Include each reference’s name, title, phone and e-mail contact information.]  [IPA reserves the right to contact other sources as well as to check references.]

Certification:
I, the undersigned, certify that to the best of my knowledge and belief, this CV correctly describes me, my qualifications, and my experience.  I understand that any wilful misstatement described herein may lead to my disqualification or dismissal, if engaged.
I, the undersigned, hereby declare that I agree to participate with the [Consultant] in the above-mentioned Request for Proposal.  I further declare that I am able and willing to work: 
1. for the period(s) foreseen in the specific Terms of Reference attached to the above referenced Request for Proposal for the position for which my CV has been included in the offer of the Consultant and
1. within the implementation period of the specific contract.
1. 
	Signature of Key Professional Personnel

	

	If this form has NOT been signed by the Key Professional Personnel, then in signing below the authorized representative of the Consultant is making the following declaration.
“In due consideration of my signing herewith below, if the Key Professional Personnel has NOT signed this CV then I declare that the facts contained therein are, to the best of my knowledge and belief, a true and fair statement AND THAT I confirm that I have approached the said Key Professional Personnel and obtained his assurance that he will maintain his availability for this assignment if the Contract is agreed within the Proposal validity period provided for in the RFP.”

	Signature of Authorized Representative of the Consultant
	

	Day / month/ year
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[Financial Proposal Standard Forms shall be used for the preparation of the Financial Proposal according to the instructions provided under Sub-Clause 3.6 of Section 1: Instructions to Consultants.]
FIN-1	Financial Proposal Submission Form
FIN-2	Price Summary 
FIN-3	Breakdown of Price by Activity
FIN-4	Breakdown of Price by Remuneration
Note:  Comments in brackets on the following pages serve to provide guidance  for the preparation of the Financial Proposal and therefore should not appear on the Financial Proposals to be submitted.
Section 4B: Financial Proposal Forms 
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[bookmark: _Toc202785782][bookmark: _Toc202787334][bookmark: _Toc441662625]Form FIN-1.	Financial Proposal Submission Form
[Location, Date]
To: 	Mr. Prathap Kasina
	Associate Programs Director
	Asia and Knowledge Management
Innovations for Poverty Action, a Non-Profit Corporation
101 Whitney Ave
New Haven, CT 06510, 
USA

Dear Mr. Kasina,
Re: LEGACY Baseline Survey
We, the undersigned, offer to provide the consulting services for the above mentioned assignment in accordance with your Request for Proposal (RFP) dated [Insert Date] and our Technical Proposal. 
Our attached Financial Proposal is for the lump sum of [Insert amount(s)[footnoteRef:2] in words and figures].   [2:  Amount must coincide with the ones indicated under total price of Form FIN-2.
] 

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, as indicated in Paragraph ITC 1.13 of the PDS.
Commissions and gratuities paid or to be paid by us to agents relating to this Proposal and Contract execution, if we are awarded the Contract, are listed below:[footnoteRef:3] [3:  If applicable, replace this paragraph with “No commissions or gratuities have been or are to be paid by us to agents relating to this Proposal and Contract execution”. ] 

	Name and Address of Agents
	Amount and Currency
	Purpose of Commission or Gratuity

	
	
	

	
	
	


We understand you are not bound to accept any Proposal you receive.
Yours sincerely,
	Authorized Signatory
	

	Name and title of Signatory
	

	Name of Consultant
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[bookmark: _Toc441662626]Form FIN-2.	Price Summary

Re: LEGACY Baseline Survey



	
	Price1

	
	US$
	[Local Currency]

	Base Year
	
	

	Option Year (1) [if applicable]
	
	

	Option Year (2)
	
	

	
	
	

	Total Price of Financial Proposal 
	
	



1. Indicate the total price to be paid by IPA in each currency. Such total price must coincide with the sum of the relevant sub-totals indicated in Form FIN-3.  (Tax provisions relevant to this RFP are set out in Section 5: Contract Forms.)
1. If the RFP contains options , the options will be fully priced and evaluated at 100%.
1. Provide fully loaded prices (including any international travel, communication, local transportation, office expenses, shipment of personal effects, direct and indirect rates and profits). 
1. See PDS (ITC 3.6) regarding travel-related expenses.    
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Form FIN-3.	Breakdown of Price by Activity
Re: LEGACY Baseline Survey
[Information to be provided in this Form shall only be used to establish payments to the Consultant for possible additional services requested by IPA and/or for the purpose of verification of the market reasonableness of the prices offered.   Please complete for each phase.]

	Group of Activities by Phase2
	Description3

	
	Price4

	
	US$
	Local currency

	
	
	

	
	
	

	
	
	

	Total
	
	



1. Form FIN-3 shall be completed for the whole assignment.  In case some of the activities require different modes of billing and payment (e.g.: the assignment is phased, and each phase has a different payment schedule), the Consultant shall fill a separate Form FIN-3 for each group of activities.  Include base and option years.   
Names of activities (phase) should be the same as, or correspond to the ones indicated in the second column of Form TECH-10.
A short description of the activities whose price breakdown is provided in this Form.
Provide fully loaded prices (including international travel, communications, local transportation, office expenses, shipment of personal effects, direct and indirect rates and profit). 
See PDS (ITC 3.6) regarding travel-related expenses.    
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Form FIN-4.	Breakdown of Remuneration

[Information to be provided in this form shall only be used to establish price reasonableness and 
to establish payments to the Consultant for possible additional services requested by IPA.]
	Name2
	Position3
	Person-Month Fully Loaded Rate4



	Foreign Staff
	
	
	US$
	[Local Currency]

	
	
	Home
	
	

	
	
	Field
	
	

	
	
	Home
	
	

	
	
	Field
	
	

	
	
	Home
	
	

	
	
	Field
	
	

	Local Staff
	
	
	
	

	
	
	Home
	
	

	
	
	Field
	
	

	
	
	Home
	
	

	
	
	Field
	
	

	
	
	Home
	
	

	
	
	Field
	
	




1. Form FIN-4 shall be filled in for the same Key Professional Personnel and other Personnel listed in Forms TECH- 8 and 9.
1. Professional Personnel shall be indicated individually; support staff shall be indicated by category (e.g., draftsmen, clerical staff).
Positions of the Key Professional Personnel shall coincide with the ones indicated in Forms TECH-8 and 9. 
Indicate separately person-month rates for home and field work.  Provide fully loaded prices (including international travel, communication, local transportation, office expenses, and shipment of personal effects, direct and indirect rates and profit). 
Section 4B: Financial Proposal Forms 

See PDS (ITC 3.6) regarding travel-related expenses.  



