


Appendix 1.A & 1.B.  
Formats for Technical and Financial Proposal to be submitted in two separate envelops by interested bidders.
A. Technical Proposal
FROM:
TO:

Sir/Madam:

Subject:  Hiring of Consultancy Service for 
Regarding Technical Proposal

I/We 
 Consultant/Consultancy firm herewith enclose a Technical Proposal for selection of my/our firm/organization as Consultant for 
.

Yours faithfully,


Signature 


(Authorized Representative)


Full Name 


Designation 


Address 

Firm’s References
Relevant Services Carried Out in the Last Five Years

Which Best Illustrate Qualifications
Using in the format below, provide information on each reference assignment for which your firm, either individually as a corporate entity or as one of the major companies within a consortium, was legally contracted.

	PRIVATE 
Assignment Name:


	Country:

	Location within Country:


	Professional Staff Provided by Your Firm:

	Name of Client:


	No of Staff:

	Address:


	No of Staff Months:

	PRIVATE 
Start Date (Month/Year):


	Completion Date (Month/Year):
	Approx. Value of Services (in Current USD):

	PRIVATE 
Name of Associated Firm(s), if any:


	No of Months of Professional Staff Provided by Associated Firm(s):

	PRIVATE 
Name of Senior Staff (Project Director/Coordinator, Team Leader) involved and functions performed:



	Narrative Description of Project:



	Description of Actual Services Provided by Your Staff:




Consultants’ Name:  

Approach Paper on Methodology Proposed for Performing the Assignment
Comments/Suggestions of Consultant
On the Terms of Reference (TOR):

1.

2.

3.

4.

5.

Etc.

On the data, services and facilities to be provided by the Client indicated in the TOR:

1.

2.

3.

4.

5.

Etc.

Format of Curriculum Vitae (CV) For Proposed Key Staff
Proposed Position:  

Name of Firm:  

Name of Staff:  

Profession:  

Date of Birth:  

Years with Firm:  

Nationality:  

Membership in Professional Societies:  

Detailed Tasks Assigned:  

Key Qualifications:


[Give an outline of staff member’s experience and training most pertinent to tasks on assignment.  Describe degree of responsibility held by staff member on relevant previous assignments and give dates and locations.  Use up to half a page.]

Education:


[Summarize college/university and other specialized education of staff member, giving names of schools, dates attended and degrees obtained.  Use up to a quarter page.]

Employment Record:


[Starting with present position, list in reverse order every employment held.  List all positions held by staff member since graduation, giving dates, names of employing organization, title of positions held and location of assignments.  For experience in last ten years, also give types of activities performed and client references, where appropriate.  Use up to three-quarters of a page.]

Languages:


[Indicate proficiency in speaking, reading and writing of each language:  excellent, good, fair, or poor.]

Certification:


I, the undersigned, certify that to the best of my knowledge and belief, these biodata correctly describe myself, my qualifications and my experience.



Date:  

Signature of Staff Member or authorized official from the firm
Day/Month/Year
Work Plan and Time Schedule for Key Personnel
	PRIVATE 

	
	
	Months (in the form of a Bar Chart)

	PRIVATE 
Name
	Position
	Reports Due/Activities
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	Number of Months

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Subtotal (1)

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Subtotal (2)

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Subtotal (3)

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Subtotal (4)

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Full Time:


Reports Due:


Part Time:


Activities Duration:


Yours faithfully,


Signature 


(Authorized Representative)


Full Name 


Designation 


Address 

Composition of the Team Personnel and the Task each would be Assigned to each Team Member
	PRIVATE 
1.  Technical/Managerial Staff


	PRIVATE 
Name
	Position
	Task Assignment

	
	
	

	
	
	

	
	
	

	
	
	


	PRIVATE 
2.  Support Staff


	PRIVATE 
Name
	Position
	Task Assignment

	
	
	

	
	
	

	
	
	

	
	
	


Work Plan/Time Schedule
	PRIVATE 
1.  Field Investigation


	PRIVATE 

	Monthly Program from date of assignment (in the form of a Bar Chart)

	PRIVATE 
Items of Work/Activities
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


	PRIVATE 
2.  Completion and Submission of Reports (as indicated under Appendix B enclosed with General Conditions of Contract)



	PRIVATE 
Reports
	Date

	1.
Draft Report
	

	2.
Final Report
	


B. Financial Proposal
FROM:
TO:

Sir/Madam:

Subject:  Hiring of Consultancy Service for 
Regarding Price Proposal

I/We 
 Consultant/Consultancy firm herewith enclose the Price Proposal of my/our firm/organization as Consultant for 
.

Yours faithfully,


Signature 


(Authorized Representative)


Full Name 


Designation 


Address 

Schedule of Summary Price Proposal
	PRIVATE 

	
	Amount

	PRIVATE 
Name of Activities
	Currency
	In Words
	In Figures

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total Amount:
	
	
	

	PRIVATE 

Note:  Breakdown of the total price shall be as per Appendix 1A.


Breakdown of Summary Price
For Activity No:  

Name:  

	PRIVATE 
Price Component
	Currency
	Amount

	Remuneration for basic services
	
	

	Out-of-pocket expenses
	
	

	Computer software cost
	
	

	Miscellaneous expenses
	
	

	Subtotal:
	
	

	PRIVATE 

Note:  The above form is to be filled up separately for each activity mentioned in Appendix 1A.


Consolidated Summary for Remuneration in Respect of Basic Services
For Activity No:  

Name:  

	PRIVATE 
Name
	Position
	Staff-Months
	Monthly Rate
	Total Amount Expected to be Paid

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total:
	
	
	
	

	PRIVATE 

Note:
1. Breakdown of the cost and charges for monthly rates is indicated in Appendix 1A 


2.  This form is to be filled out separately for each activity mentioned in Appendix 1A


Out-of-Pocket Expenses
For Activity No:  

Name:  

	PRIVATE 
S. No
	Nomenclature
	Unit
	Quantity
	Unit Price
	Total Amount

	1.
	Return flights between 
 and 

	Trip
	
	
	

	2.
	Miscellaneous travel expenses
	Trip
	
	
	

	3.
	Subsistence allowance
	Trip
	
	
	

	4.
	Local transportation costs1
	
	
	
	

	5.
	Office rent/accommodation/clerical asst.
	
	
	
	

	
	Total:
	
	
	
	

	PRIVATE 

Note:  This is to be filled out separately for each activity mentioned in Appendix 1 A.

1 Local transportation costs are not included if local transportation is being made available by Client.  Similarly, in the Project site, office rent/accommodations/clerical assistance costs are not to be included if being made available by Client.


Computer Software Costs
(Inclusive of Licensing of Software)

For Activity No:  

Name:  

	PRIVATE 
S1 No
	Software
	Amount

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	
	Total:
	


Miscellaneous Expenses
For Activity No:  

Name:  

	PRIVATE 
S. No
	Nomenclature
	Unit
	Quantity
	Unit Price
	Total Amount

	1.
	Communication costs between 
 and 
 (telephone, telegram, telex)
	
	
	
	

	2.
	Drafting, reproduction of reports
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	

	5.
	
	
	
	
	

	
	Total:
	
	
	
	

	PRIVATE 

Note:  This is to be filled out separately for each activity mentioned in Appendix 1A
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