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Subiject:

Request for Proposal (RFP) N°: RFP-ILO-SKILLS-2018-

Date: 04/04/2018

Dear Sir/Madam,

The International Labour Office (hereinafter the “I
invite your company to submit a Proposal for Occupa
Analysis in the Catchment Areas of Seven TVET Insti
described in Annex Il1.

To enable you to prepare and submit a Proposal, ple
the following Annexes:

- Annex |: Instructions to Bidders;
- Annex

Acknowledgment of Receipt;
- Annex

on to be submitted by a Bidder in an ILO Competitiv

Bidding Procedure;
- Annex |I-CBidder’s Information Form;
- Annex lI-DRecent References;
- Annex II-ETechnical Proposal;
- Annex lI-F:
Offer;
- Annex lll: Terms of Reference; and

- Annex IV: Terms and Conditions applicable to ILO C

Services.

Your Proposal must be received by the ILO no later
Bangladesh Local Time(BST) on 03/05/2018 04:30 PM
rejected.

You may submit a Proposal to the ILO provided that
is qualified, able and willing to deliver the goods
specified in this RFP. Participation in this RFP in
the Terms and Conditions applicable to ILO Contract
in Annex IV. Failure to comply with the requirement
Annexes may render a Proposal ineligible for consid

You are kindly requested to acknowledge receipt of
indicate whether or not you intend to submit a Prop
returning the form provided in Annex II-A.

We look forward to receiving your Proposal.

Ly

Md. Zi.aur Rahman
Procurement Officer
Bangladesh Country Office

Yours sincerely,

Procurement of Hiring Firm/Organization for Occupa
Needs Analysis in the Catchment Areas of Seven TVET

tional Skills
Institutions

003

LO") is pleased to
tional Skills Needs
tutions and as further

ase find enclosed

[-A:

11-B:
Certificati

Financial

ontracts for

than 04:30 PM and
. Late bids shall be

your organization
, works and/or services
dicates acceptance of
s for Services provided
s of this RFP and its
eration.

this RFP and to
osal by completing and
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ANNEX |

INSTRUCTIONS TO BIDDERS

Reference:  RFP N° RFP-ILO-SKILLS-2018-003
Hiring Firm/Organization for Occupational Skills Ne eds Analysis in the
Catchment Areas of Seven TVET Institutions

Abstract
This document outlines the requirements for present ation of a Request for
Proposal to be considered by the International Labo ur Office.
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ANNEX |
INSTRUCTIONS TO BIDDERS
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1.

INTRODUCTION

11

12

1.3

14

15

1.6

General

These instructions are provided for general informa
preparation of the Proposal for procurement of Hiri
Organization for Occupational Skills Needs Analysis
Catchment Areas of Seven TVET Institutions. The Bid
expected to examine all corresponding instructions,

and specifications contained in the RFP documents.
comply with these documents will be at the Bidder’s

affect the evaluation of the Bid concerned.

Eligible Bidders

Bidders should not be associated, or have been asso

past, directly or indirectly, with a firm or any of
affiliates or an individual which have been engaged

provide consulting services for the preparation of
specifications, and other documents to be used for
procurement of goods, works or services to be purch

this Request for Proposal.

Cost of Bid
The Bidder shall bear all costs associated with the
and submission of the Bid. The ILO will in no case
or liable for those costs, regardless of the conduc
of the solicitation.

RFP Schedule Summary

ANNEX |

tion for the
ng Firm/
in the
der is
forms, terms
Failure to
risk and may

ciated in the
its
by the ILO to
the design
the
ased under

preparation
be responsible
t or outcome

* RFP release date: 04/04/2018

* Site visit or bidders’ conference NA
(if applicable):

* Clarification questions, if any, 19/04/2018,
related to this RFP must  be
submitted to dac_skills@ilo.org by:

* ILO response to clarification 22/04/2018
guestions by:

* Proposals Receipt Deadline : 03/05/2018

* Estimated Contract Signature Date: 20/06/2018

* Estimated Contract Start Date: 01/07/2018

COB

04:30 PM

Bangladesh Local Time

Site Visit / Bidders’ Conference

Not applicable
Clarification Questions

A prospective Bidder requiring any clarification of
documents may notify the ILO in writing. The ILO’s
be provided in writing to any request for clarifica

by the deadline indicated in paragraph 1.4 above. W

the RFP
response will
tion received
ritten copies
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ANNEX |
of the response (including an explanation of the qu ery but
without identifying the source of inquiry) will be sent to all
prospective Bidders that received the RFP documents
2 BIDDING CONDITIONS
2.1 Acknowledgment of Receipt
A prospective Bidder is requested to return promptl y the
Acknowledgement of Receipt form, provided in Annex lI-A, duly
completed and signed, even if it is not intending t 0 submit a
Proposal.
2.2 Number of Copies, Format and Signing of Proposa |
The Bidder shall submit one original and one copies of the
Proposal, clearly marking each “Original Proposal” and “Copy of
Proposal” as appropriate. In the event of any discr epancy between
them, the original shall prevail. The Proposal shal | be typed or
written in indelible ink and shall be dated and sig ned by the
Bidder i.e. by a person or persons duly authorized to bind the
Bidder to the contract. The Proposal shall contain no
interlineations, erasures, or overwriting except, a S necessary to
correct errors made by the Bidder, in which case su ch corrections
shall be initialed by the person or persons signing the Proposal.
2.3 Submission and Receipt of Proposals
It is the responsibility of Bidder to ensure that a Proposal is
submitted to the ILO strictly in accordance with th e stipulations
in the solicitation documents.
Proposals must be received on or before 03/05/2018 04:30 PM
Bangladesh Local Time. Proposals and modifications to Proposals
received after the proposal receipt deadline will b e rejected.
Proposals must include all the documents requested in these
Instructions to Bidders and shall be submitted by:
* Registered Mail (official postal service) to:
International Labour Office
ILO Skills Programme Office
Ground Floor, IDB Bhaban, E/8-A, Begum Rokeya Shar ani
Sher-e-Bangla Nagar, Dhaka, Bangladesh
Or
e Hand delivered (including by courier services) directly to the
above ILO address in return for a signed and dated receipt.
Proposals submitted by any other means will be reje cted.
Proposals must be submitted using the double envelo pe system,
i.e., the outer parcel containing two separate, sea led envelopes,
one bearing the words " Envelope A - Technical Proposal " and the
other" Envelope B - Financial offer
Where there is any infringement of these instructio ns (e.g.,
envelopes are unsealed or references to prices are included in

the Technical offer) the Proposal will be rejected.

Page 7of 36
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The outer parcel should bear the following informat ion:

a) the address for submission of proposals indicated a bove;

b) the reference to the RFP to which the Bidder is
responding;

c) the name and address of the Bidder to enable the Pr oposal
to be returned unopened if it is declared to have been
received “late”.

The pages of each of the Technical and Financial Pr oposal must be

numbered.

The inner package shall be sealed and shall bear th e name of the

Bidder and be marked as follows:

RFP N° RFP-ILO-SKILLS-2018-003
Hiring Firm/Organization for Occupational Skills Ne eds Analysis
in the Catchment Areas of Seven TVET Institutions
CONFIDENTIAL
DO NOT OPEN BEFORE
06/05/2018 11:00 AM [Bangladesh Local Time]

In addition, the information below should appear on both sides of

the inner envelope:

2.4

25

2.6

CONFIDENTIAL
To be opened by the Evaluation Panel ONLY

Official Language

The Proposal and all correspondence and documents r elated to the
Proposal shall be written in the English language.

Correspondence
Any communication in connection with this RFP shoul d be addressed
in writing to the E-mail address mentioned in parag raph 1.4
above. All correspondence should quote the referenc e number of
the RFP. Bidders are requested not to contact the ILO after the

closing time, i.e. during the RFP assessment period
No Consultation

A Bidder shall not:

. consult, communicate or agree with any other Bidder or
competitor, with regard to price or any other matte r related
to the RFP for the purpose of restricting competiti on;

. disclose its price, directly or indirectly, to any other
Bidder or competitor, except in the case of provisi on of
standard public price lists;

. make any attempt to induce any other person or orga nization
to submit or not to submit a Proposal for the purpo se of

restricting competition.

If a Bidder is found to be in breach of any of thes e
instructions, the ILO reserves the right to exclude the Bidder
from the procedure and reject its proposal.

Page 8of 36
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ANNEX |
Nothing in this paragraph shall restrict the right of a Bidder to
form a joint venture, a consortium, a partnership o r an
association for the purpose of submitting a joint T ender.

2.7 Contract Conditions

Bidders are expected to examine carefully and compl y with all
instructions, forms, contract provisions and specif ications
contained in these RFP documents.
By submitting a Proposal, the Bidder accepts in ful | and without
restriction these instructions. It also accepts the Terms and
Conditions of ILO Contracts for Services (Annex V) being relied
on for this bidding procedure and resulting contrac t,

2.8

2.9

2.10

2.11

irrespective of the provisions of the Bidder's own
sale, which it hereby waives.

The ILO reserves the right to decline to consider
comment any Proposal
Conditions of ILO Contracts for Services set out in

Work on ILO Premises

If the Bidder’'s personnel are required to work on |

they shall comply with the security and safety and
arrangements established by the ILO, including appl
provisions of local laws. Where applicable, the Bid
responsible for obtaining valid entry visas and wor

its employees or sub-contractors and contract comme

made subject to complying with these obligations. F
comply with such obligations may lead to suspension

under and cancellation of the contract.

Bid Currency

All prices shall be quoted in USD. If the Bid is su
currency other than the Bid Currency, to facilitate
and comparison, the ILO will convert all such price
the official UN exchange rate applying on the last
submission of Bids.

Incomplete Proposals

ILO may reject a Proposal that does not provide all
information requested which is necessary for assess
Proposal by the ILO.

Changes to Proposals

Changes or amendments to Proposals will only be acc
are received before the deadline for receipt of Pro
shall be submitted in accordance with the instructi
above. The envelope shall be clearly marked as “Cha
Proposal”.

which does not accept the Term

conditions of

without further
s and
Annex IV.

LO premises,
health
icable

der shall be

k permits for
ncement may be
ailure to
of payments

bmitted in a
evaluation
s in BDT at
day for

the
ment of the

epted if they
posals and
ons given
nge(s) to
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ANNEX |

2.12

2.13

2.14

2.15

2.16

2.17

Material Change(s) in Circumstances

The Bidder shall inform the ILO of any change(s) of
arising during the RFP process including, but not |

- a change affecting any declaration, accreditation,
approval;

- major re-organizational changes, company re-structu
take-over, buy-out or similar event(s) affecting th
and/or financing of the Bidder or its major sub-con

- a change to any information on which the ILO may re
assessing Proposals.

RFP Document, Specifications, Drawings

The RFP Documents and any specifications,
patterns, samples or information issued or furnishe
are issued solely for the purpose of enabling a Pro
completed and may not be used for any other purpose
documents and any additional information provided t
shall remain the property of the ILO.

plans, dr

Sub-Contracting

If sub-contracting of work to be undertaken as a re

RFP is permitted, the ILO reserves the right to approve an
contractor that was not included in the RFP Submiss
request a copy of the sub-contracting agreement bet
Bidder and its sub-contractor(s).

Proposal Validity

The validity of a Proposal shall be six (6) months
from the time and date of the closure of Proposals
paragraph 2.3 above. The ILO reserves the right to
extension of the period of validity of Proposals, a

or exclude any of the terms of this RFP, at its sol

Notification of Contract Award
The ILO will evaluate the Proposals based on the Bi
responses to the requirements set out in the RFP do
Bidder will be informed of the decision reached con
award of the contract.
Publicity

During the RFP process, a Bidder is not permitted t
publicity in connection with the RFP.

3 CONTENT OF THE PROPOSAL
Each Proposal shall comprise the following document s:
3.1 Envelope A-Technical Proposal (Annex 1I-B, C, D

Bidders are requested to submit in
the following Forms, Annexes II-B to E.

circumstances
imited to:

license or

ring, a
e operation
tractors;

ly in

awings,
d by the ILO,
posal to be

. The RFP

o Bidders

sult of this
y sub-
ion Form and
ween the

commencing
stated in
request an
nd to modify
e discretion.

dders’
cuments. Each
cerning the

0 create any

, and E)

Envelope A-Technical Proposal
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All information must be provided as requested and a Il Forms must
be completed for a Proposal to constitute a valid o ffer, which is
a prerequisite for subsequent evaluation.
3.1.1 Administrative Requirements
a) Certification to be submitted by a Bidder in an ILO
Competitive Bidding Procedure (Annex II-B) (also to be
completed by any Bidding partners and/or associates )
The ILO expects all participants in its procurement process to
adhere to the very highest standards of moral and e thical
conduct and transparency, to prevent any conflict o f interest
and not to engage in any form of coercive, collusiv e, corrupt,

or fraudulent practices.
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b) Bidder’'s Information Form (Annex II-C)

The Bidder’s Information Form explicitly indicates
Bidder accepts in full and without restriction the
Conditions applicable to ILO Contracts for Services

Each Bidder shall
mandatory documents:

attach to this Annex the followin

1) Certificate(s) confirming that obligations relat
to the payment of social security contributions
and/or the payment of taxes in accordance with the
legal provisions of the country in which the Bidder
is established have been fulfilled;

2) The proof of declaration and payment of taxes, f
and social security contributions by the Bidder
should indicate the state of affairs at the end of
the previous fiscal year, bearing the statement
“certified true copy”, the date and the signature
of a person authorized to represent the company;

3) A copy of the last three financial statements of
the Bidder, certified by independent auditors.

¢) Recent References (Annex II-D)

Each Bidder must provide details of three contracts
into during the past five years which are similar i

to that which will arise from this RFP. The informa
Annex |I-D must include as a minimum:

- Client name, location and date of project;

- Description of goods provided and works or servic
performed;

- Contract value;

- Contact details for references.

Technical Proposal (Annex II-E)

1) The Bidder shall use Annex II-E to describe how it
to meet the requirements described in the RFP docum
and in particular the Terms of Reference provided
Annex 1.

2) In preparing its Proposal, the Bidder shall review
requirements, including any document referred to in
RFP documents, and will reflect its understanding o
approach to meeting these requirements in the Propo

3) In preparing the Technical Proposal, the Bidder sha
provide details of the proposed project methodology
implementation and management plan as well as CVs o
personnel which will deliver the goods, services or
works specified in this RFP.

4) The Bidder may also add any other document and info
to demonstrate its technical and professional capac
and competencies to fulfill the requirements as spe
in the Terms of Reference.

ANNEX |

that the
Terms and

ing
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intends
ents
in

all RFP

the

f and
sal.

Il

and

f key
the

rmation
ities
cified

Page 12 of 36



International Labour Office

{io)

Request for Proposal (RFP) A=y
ANNEX |
3.2 Envelope B-Financial Offer (Annex II-F)
Bidders are requested to submit their Financial Off er in a
separate envelope ( Envelope B-Financial Offer). The Financial
Offer should be presented in the format provided in Annex II-F
The Bidder must also provide price breakdown inform ation to

4

support its Financial Offer.

All Financial Offers must be established and submit
direct taxes or customs duties. As an international
the ILO is exempt from all taxes and duties.

The ILO is not bound to accept the lowest priced of
Bidder, nor give any reason for rejecting a proposa

EVALUATION OF PROPOSALS AND CONTRACT AWARD

4.1

Preliminary Evaluation

Prior to the detailed evaluation of each Proposal,
undertake a preliminary examination. Proposals wi
considered for further evaluation in cases where:

4.2

a) They are incomplete (i.e. do not include all requir
documents as specified in Annex |, Instructions to
paragraph 3: Content of the Proposal);

b) The Original Proposal is not signed by the duly aut
individual of the organization/company, as specifie
Annex |, Instructions to Bidders, paragraph 2.2: Nu
Copies, Format and Signing of Proposal;

c) Technical and financial documents have not been sub
separate sealed envelopes and/or pricing informatio
included in the Technical Proposal envelope, as spe
Annex I, Instructions to Bidders, paragraph 2.3: Su
and Receipt of Proposals;

d) The validity period of the Proposal is not in accor
with the requirements of the RFP as specified in An
Instructions to Bidders, paragraph 2.15: Proposal V

Evaluation Process and Criteria

Proposals will be reviewed and evaluated by an Eval

determine compliance with the requirements specifie

A two-stage procedure will be utilized in evaluatin
with evaluation of each Technical Proposal being co

any Financial Offer being opened and compared. Fi
be opened only for Bidder submissions that meet or
technical score of 56 (70 percent) of the obtainabl

evaluation of Technical Proposals. Where the assess me
Proposal results in the minimum specified score not

the corresponding Financial Offer will not be eligi

consideration.

Each Technical Proposal is evaluated on the basis o
responsiveness to the Terms of Reference (TOR).

ted net of any
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During the second stage of the evaluation, the Fina
Bidders which have attained at least the minimum sc
technical evaluation will be compared.

ANNEX |

ncial Offers of all
ore during the
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The proposals will be evaluated according to the cr iteria described below:

(a) Depth and quality of response to the RFP;

(b) Technical compliance with the Terms of Referen

(c) The qualifications and experience of proposed

(d) The proposed implementation and management pla
(e) The overall cost.

The process of evaluating the proposals will be bas

ce;
key personnel;
n;

ed on the following

percentage combination of Technical and Financial e lements:
Percentage
Technical Proposal 80%
Financial Offer 20%
Total 100%

4.3 Award of the Contract

The ILO will award the contract to the Proposal (Te
Financial) which represents best value for money, i
highest overall score.

The ILO reserves the right to accept or reject any

or in part, to annul the solicitation process and r
Proposals at any time prior to the issue of the pur
without thereby incurring any liability to the affe

any obligation to provide information on the ground
decision(s).

The award of the contract arising from this RFP wil
absolute discretion of the ILO. The ILO’s decision
contract to a preferred Bidder is final and shall n

by any Bidder.

The Contract or the benefit of the Contract shall n
sub-contracted or otherwise transferred by the succ
whole or in part, without ILO’s prior written conse

its sole discretion.

chnical and
.e. achieving the

Proposal in whole
eject all
chase order,
cted Bidder(s) or
s for the ILO’s

| be made at the
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ANNEX I

FORMS TO BE COMPLETED
AND
TO BE SUBMITTED BY THE BIDDER

- ANNEXII-A : Acknowledgement of Receipt

- ANNEXII-B : Certification to be submitted by a Bidder in
an ILO Competitive Bidding Procedure

- ANNEX II-C : Bidder's Information Form
- ANNEX II-D :Recent References
- ANNEX II-E :Technical Proposal

- ANNEX II-F :Financial Offer
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ANNEX II-A

ACKNOWLEDGEMENT OF RECEIPT

To be returned to:

Skills-21 Project,

ILO Skills Programme Office,
Ground Floor, IDB Bhaban, E/8-A,
Begum Rokeya Sharani
Sher-e-Bangla Nagar, Dhaka,
Bangladesh

Fax: [Insert number]
E-mail: dac_skills@ilo.org

Reference: RFP N° RFP-ILO-SKILLS-2018-003
Hiring Firm/Organization for Occupational Skills N eeds Analysis in

the Catchment Areas of Seven TVET
Institutions

[l WE ACKNOWLEDGE RECEIPT OF ALL TENDER DOCUMENTS FORHE
ABOVEMENTIONED RFP
(Note: In event of missing elements, contact the | LO Office
mentioned above)

] WE INTEND TO SUBMIT A PROPOSAL

U WE WILL NOT BID FOR THE FOLLOWING REASONS:

) COMPANY STAMP
Signature:

Name: ......ccccoevmmvrnrnnnnnnnnns
POSItioN: ......cccvvieereeiie,
Tel/Fax: ..cccccceeviniiiiieeeeene
E-mail ..o,

Date:....occovvviiiiiiieeeen,
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ANNEX II-B
CERTIFICATION TO BE SUBMITTED BY A BIDDER
IN AN ILO COMPETITIVE BIDDING PROCEDURE

RFP N° RFP-ILO-SKILLS-2018-003 - Hiring Firm/Organi zation for Occupational

Skills Needs Analysis in the Catchment Areas of Sev en TVET Institutions.

Date: 04/04/2018

The ILO expects all participants in its procurement process to adhere to

the very highest standards of moral and ethical con duct and transparency,

to prevent any conflict of interest and not to enga ge in any form of

coercive, collusive, corrupt, or fraudulent practic es.

With respect to its proposal submitted in response to the ILO’s Invitation

to Bid/Request for Proposal mentioned above, the Bi dder hereby certifies

that:

1. The prices in its proposal have been arrived at ind ependently without
consultation, communication or agreement with any o ther interested
companies, competitor or potential competitor with a view to restricting
competition.

2. No attempt has been made or will be made by the Bid der to influence any
other Bidder, organization, partnership or corporat ion to either submit
or not submit a proposal.

3. The Bidder will not offer, solicit or accept, direc tly or indirectly,
any gratuity, gift, favour, entertainment, promises of future employment
or other benefits to or from anyone in the ILO.

4. The Bidder (parent company and/or any subsidiaries) is not identified
on, or associated with any individual, groups, unde rtakings and entities
identified on, the list established pursuant to UN Security Council
Resolution 1267 (Consolidated List). 1

5. The Bidder (parent company and/or any subsidiaries) will not use the
funds received under any contract with the ILO to p rovide support to
individuals, groups, undertakings or entities assoc iated with terrorism.

6. The Bidder (parent company and/or any subsidiaries) is not the subject
of any form of sanction imposed by an organization or body within the
United Nations System, including the World Bank.

The ILO reserves the right to cancel or terminate w ith immediate effect and

without compensation any offer of or contract arisi ng from this bidding

procedure in the event of any misrepresentation in relation to the above
certifications.

Definitions of terms used in this declaration:

“ coercive practice " is impairing or harming, or threatening to impair or

harm, directly or indirectly, another or the proper
influence improperly the actions of another.

”

“collusive practice

1 The Consolidated List can be found at the website:
http://www.un.org/sc/committees/1267/aq_sanctions_|

ty of another to

is any conduct or arrangement between two or more

ist.shtml
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ANNEX II-B
bidders or contractors, designed to achieve an impr oper purpose, including
to influence improperly the actions of another or t 0 set prices at an
artificial level or in a non-competitive manner;
“conflict of interest " is a situation that gives rise to an actual,
potential or perceived conflict between the interes ts of one party and

another;

“corrupt practice " is the offering, giving, receiving or soliciting,

directly or indirectly, of any advantage, in order to influence improperly
the actions of another;

“fraudulent  practice " is any act or omission, including a
misrepresentation, that knowingly or recklessly mis leads, or attempts to
mislead, another to obtain a financial or other ben efit or to avoid an
obligation;

The undersigned certifiesly to be duly authorized t 0 sign this

Certification on behalf of the Bidder.

Name and Position Signature Date
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ANNEX II-C
BIDDER'S INFORMATION FORM

I, the undersigned, by submitting this Proposal, he reby confirm that these
instructions are accepted in full and without restr iction, including the
proposed ILO Contract being used for this bidding p rocedure and resulting
contract.

1. SUBJECT

Request for RFP-ILO-SKILLS-2018-003
Proposal:

Requirements: Hiring Firm/Organization for Occupational Skills Ne eds
Analysis in the Catchment Areas of Seven TVET
Institutions

2. BID SUBMITTED BY A SINGLE ECONOMIC OPERATOR

Bidder: | [Insert Full Name of the entity submitting a bid]

3. BIDDER INFORMATION 1!

Corporate Name:

Legal Status:

Authorised Capital:

Headquarters Address:

Place of Business Address:

Telephone:

Fax:

Trade Registered N°:

VAT N°:

UNGM Registration N°: 2

Date established:

Permanent Workforce:

Number of Secondary
Offices:

Names of Main Managerial 1)
Staff: 2)

Names and Job Positions of 1)
Person Authorized to 2)
represent the Company: 3)

Certification (if any):

Accreditation (if any): [Type and Validity]

Turnover, Net Income for the past Three Financial Years:

[Currency] Year 1 [i.e. Year 2 [i.e. Year 1 [i.e. Average
2015] 2016] 2017]

Turnover

Net Income

(+-)

Comments

1 This information shall be provided by each member of the consortium and any
subcontractor(s).
2 Bidders not yet registered with UNGM are encouraged to do so as soon as possible.
More information on the registration process are av ailable at
https://www.ungm.org/Vendor/Registration
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ANNEX II-C
4. SUMMARY OF WORK DISTRIBUTION
Name Scope of % of the Proposal
Work/Tasks/Sub- Price
Tasks
[Bidder]
if applicable]
Sub-contractor
Sub-contractor
Sub-contractor
5. MANDATORY DOCUMENTS
As requested in Annex |, Instructions to Bidders, p aragraph 3.1.1 b)
Bidder's Information Form, the following documents are attached to this
form:

a) Certificate(s) conforming that obligations relating to the payment of
social security contributions and/or the payment of taxes in
accordance with the legal provisions of the country in which the
Bidder is established have been fulfilled;

b) The proof of declaration and payment of taxes, fees and social
security contributions by the Bidder should indicat e the stat e of
affairs at the end of the previous fiscal year, bea ring the statement
“certified true copy”, the date and the signature o f a person
authorized to represent the company;

c) A copy of the last three financial statements by th e Bidder,
certified by independent auditors.

COMPANY STAMP
Signature: ...
Name: ...
POSItION: ...
TellFax: ..o
E-mail: ..o
Date: ...
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RECENT REFERENCES
RELEVANT EXPERIENCE WITHIN THE PAST FIVE YEARS

Each Bidder will provide, in the sample table below , the reference information of up to three (3) proj
it which are of a similar nature to that which will arise from this RFP. The information must include

Client name, location, and date of execution;

Description of project and specifically the work d one by the Bidder in the project;
The Contract value;

Contact details for checking references.

ANNEX II-D

ects carried out by
as a minimum:

Client Name, Location, Description of the Project and the Contract Value Contact Details for
and Date of Execution Work performed (Currency) Reference Check
1
2
3
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ANNEX II-E

TECHNICAL PROPOSAL
TO BE RETURNED ON BIDDER'’S LETTERHEAD

The Bidder shall use Annex II-E to describe how it intends to meet the
requirements described in the RFP documents and in particular the
Terms of Reference provided in Annex III.
In  preparing its Proposal the Bidder shall review a I RFP
requirements, including any document referred to in the RFP, and will
reflect its understanding of and approach to meetin g these
requirements in the Proposal.
In preparing the Technical Proposal, the Bidder sha Il provide details
of the proposed project methodology and implementat ion and management
plan as well as the CVs of key personnel which will contribute to the
project.
The Bidder may also include in this Annex other doc uments and
information to demonstrate its technical and profes sional capacities
and competencies to fulfill the requirements of the Terms of
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ANNEX II-F

FINANCIAL OFFER

TO BE RETURNED ON BIDDER'S LETTERHEAD

Having examined this Request for Proposal including its Annexes, and having
examined all conditions and factors which might in any way affect the cost
or time of performance thereof, we, the undersigned , offer to execute and
complete the Works or the Services, in accordance w ith the Terms and
Conditions applicable to ILO Contracts for Services for the following Total
Contract Price, net of any direct taxes or customs duties and other import
taxes:
- Lump Sum in [Currency]
Task Description (Excluding VAT)
1
2
3
TOTAL
Attached to this Annex is the proposed cost breakdo wn for each of the above
tasks.

Additional Services
Compensation for any additional services to this RF P shall be calculated on
the basis of the rates below:

Position Rate per day in [Currency]

Based at Based at ILO Visiting ILO (<6
Contractor’s Office consecutive days)

[Insert Title]

[Insert Title]

[Insert Title]

Comments

COMPANY STAMP
Signature: ...
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ANNEX Il
TERMS OF REFERENCE
[Annex 1l shall consist of the Terms of Reference, Scope of Works,

Drawings, etc.]
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ANNEX IV
TERMS AND CONDITIONS APPLICABLE TO ILO CONTRACTS
FOR SERVICES
1. THE PARTIES

1.1. LEGAL STATUS OF THE PARTIES: The International Labour Organization,
represented by the International Labour Office ( ILO), and the Contractor
(referred to individually as a “ Party " and together as the “ Parties ") have
the following legal status:

1.1.1. The International Labour Organization has full juri dical personality,
including the ability to contract and enjoys such p rivileges and
immunities as are necessary for the independent ful filment of its
purposes pursuant to the Constitution of the International Labour
Organisation . Nothing in or related to the Contract will be dee med a
waiver of any of the privileges and immunities of t he International
Labour Organization recognized in the Convention on the Privileges and
Immunities of the Specialized Agencies (1947), and relevant national and
international law.

1.1.2. The Contractor is an independent contractor. Nothin g contained in or
relating to the Contract will be construed as estab lishing or creating
between the Parties the relationship of employer an d employee or of
principal and agent.

2. CONTRACT DOCUMENTS AND VALIDITY

2.1. NATURE OF THE CONTRACT

2.1.1. The Contract constitutes the complete and exclusive agreement between
the Parties. It supersedes all proposals, verbal or written arrangements
or agreements, and any other communications by one of the Parties or
between the Parties relating to the Contract.

2.1.2. The Contract is composed of the following documents listed in their
order of precedence:

2.1.2.1. Purchase Order/Contract Document , including any specific
conditions;

2.1.2.2. Terms and Conditions applicable to ILO Contracts fo r Services
(Annex 1 ); and

2.1.2.3. Any other document explicitty listed in the Purchas e
Order/Contract Document and attached to it (i.e., Annex 2, 3, etc).

2.1.3. Unless otherwise included in any of the documents | isted in paragraph
2.1.2. , the terms of business, conditions of contract, ge neral
reservations published or issued by the Contractor or written in any
correspondence or documents emanating from the Cont ractor will not form
part of the Contract.

2.2. VALIDITY : The Contract will expire upon fulfilment by the P arties of their
respective obligations or otherwise in accordance w ith its provisions.

2.3. NON-EXCLUSIVITY: The ILO may contract for works or services (refer red
together to as “ Services ") of the same or similar kind and quality describe d
in the Contract from any other source at any time.

2.4. COMMUNICATIONSCommunications (e.g., notices, documents) will be addressed
to:

INTERNATIONAL LABOUR OFFICE
Procurement Bureau (PROCUREMENT)
4 Route des Morillons
CH 1211 Geneva 22
Switzerland
Facsimile: +(41)(22) 798 85 29
Phone: +(41)(22) 799 76 02
e-mail: procurement@ilo.org
3. PRICE AND PAYMENT

3.1. PRICE AND CURRENCY The price and currency specified in the Contracto r's
offer are firm and not subject to revision. The ILO ’s financial liability
under the Contract is restricted to the price and ¢ urrency indicated in the

Purchase Order/Contract Document.
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3.2.  PAYMENTUpon receipt of the Contractor’s written invoice and any related
supporting documentation, the ILO will effect payme nt, normally within
thirty ( 30) days, by bank transfer (the ILO will not pay thro ugh letters of
credit or bank draft). The written invoice will be sent to the addressee
specified in the Purchase Order/Contract Document a nd will contain the:
3.2.1. number of the Purchase Order/Contract Document that it relates to;
3.2.2. invoiced amount (without the rounding of currency d ecimals and

3.3.

4.1.

4.2.

4.3.

exclusive of VAT, duties or charges); and
3.2.3. date of the completion of Services.

In no event will complete or partial payment by the ILO, in and of itself,

constitute acceptance of the Services.

TAX EXEMPTION The International Labour Organization, as a Unite d Nations

Specialized Agency, enjoys a special tax status in Switzerland and in other

member States. Except with the prior written author ization of the ILO,

invoices will be submitted exclusive of any amount representing taxes

(including value added tax), duties or charges. Whe re such authorization has

been provided, the Contractor will provide the ILO with written evidence

that payment of such taxes, duties or charges has b een made. In the event
any government authority refuses to recognize the | LO’s exemption from such
taxes, duties or charges, the Contractor will immed iately consult with the

ILO to determine a mutually acceptable procedure.

4. PERFORMANCE
ITEMS FURNISHED BY THE CONTRACTOR The Contractor is solely responsible for

the arrangement, provision and operation of all equ ipment, supplies, related

support services and personnel (including any relat ed costs so incurred)

necessary for the performance of the Contractor's o bligations under the

Contract.

ITEMS FURNISHED BY THE ILO TO THE CONTRACTOR: Where goods and equipment

(referred together as *“ Goods”) are funded or provided by the ILO to the

Contractor to support the performance of the Contra ctor's obligations under

the Contract, the following terms apply:

4.2.1. The Contractor acknowledges and agrees that the ILO hereby disclaims
any and all warranties regarding the functionality or installation of
such Goods. The Contractor is solely responsible fo r the installation
(including any personnel, tools, materials or other Goods necessary for
installation), maintenance and functioning of all t he Goods funded or
provided by the ILO under the Contract.

4.2.2. The Contractor will promptly report to the ILO each loss, damage or
theft of such Goods.

4.2.3. Title to the Goods that may be funded or provided b y the ILO to the
Contractor will be retained by the ILO. The Contrac tor will not cause or
permit any lien, claim or other encumbrance to be a ttached to any or all
such Goods, or to any other item that is the subjec t matter of the
Contract.

4.2.4. Upon the termination or expiration of the Contract, all such Goods
will be returned to the ILO in the same condition a s when delivered to
the Contractor, excluding normal wear and tear. The return of such
Goods, or other disposal as the ILO may direct, wil | be at the
Contractor’'s expense. Upon termination or expiratio n of the Contract,
the Contractor will take all reasonable measures to avoid any loss of or
deterioration to such Goods. The Contractor will co mpensate the ILO for
actual costs of any loss of, damage to or deteriora tion of such Goods
that is beyond normal wear and tear.

INSTALLATION, MAINTENANCE, TRAINING : Where installation, maintenance
(ongoing or as specified in the Purchase Order/Cont ract Document) or
training is required, the following terms apply:

4.3.1. The Contractor, in a timely manner, will arrange fo r and provide all
equipment, supplies, related support services and p ersonnel necessary to
complete the installation, maintenance or training.

4.3.2. All costs related to the installation, maintenance or training will be
borne by the Contractor.

4.3.3. The ILO and the Consignee will be permitted to moni tor the
installation or maintenance work, as well as to ove rsee the training.
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4.3.4. In addition, where training is required the Contrac tor will train any
persons identified by ILO or the Consignee in the i nstallation,
operation, maintenance, etc. of the Services descri bed in the Contract.

ACCESS If some or all of the contractual obligations will be performed on
ILO premises, the ILO will facilitate access to its premises in line with
requirements for such performance. The Contractor w il comply with ILO
security requirements and any other relevant ILO ru les, regulations and
guidelines while on ILO premises, as well as with t he instructions given by
designated ILO officials.

RESPONSIBILITY FOR PERSONNEL

45.1. The employees, officials, representatives, staff or subcontractors
(Personnel ) of either of the Parties will not be considered i n any
respect as being the employees or agents of the oth er Party.

4.5.2. Each Party is solely responsible for the profession al and technical
competence of its respective Personnel, which will permit that Party to
effectively perform its obligations under the Contr act.

4.5.3. Without prejudice to any other right or remedy avai lable under the
Contract, the ILO reserves the right to request at any time, in writing,
the withdrawal or replacement of any of the Contrac tor's Personnel and
such request will not be unreasonably refused by th e Contractor.

45.4. Each Party is solely responsible for all claims ari sing out of or
relating to the engagement of its respective Person nel.

455. Al expenditures related to the assignment of the C ontractor’s
Personnel, including allowances, insurance, cost of travel arrangements
and local transport will be borne by the Contractor All expenditures
related to the assignment of the ILO’s Personnel, i ncluding allowances,
insurance, cost of travel arrangements and local tr ansport will be borne
by the ILO.

INSURANCE

4.6.1. The Contractor, for the duration of the Contract, a ny extension
thereof or any period following any termination of the Contract and
reasonably adequate to deal with losses, will insur e its Personnel
against the consequences of the following risks:

4.6.1.1. illness, injury and death; and
4.6.1.2. incapacity to work due to accident and sickness eit her during
normal working hours or outside working hours.

4.6.2. Time lost as a result of the occurrence of the risk s identified in
subparagraphs  4.6.1.1 or 4.6.1.2 will not be chargeable to the ILO.

4.6.3. The Contractor for the duration of the Contract, an y extension thereof
or any period following any termination of the Cont ract and reasonably
adequate to deal with losses, warrants that it is i nsured with a
coverage for a sufficient amount for the use of any vehicles, boats,
airplanes or other transportation vehicles and equi pment, whether or not
owned by the Contractor, as well as that it carries comprehensive civil
liability insurance with regard to third-parties, i ncluding the ILO and
its Personnel, in respect of physical injury, damag e to property or
theft, as well as the direct or indirect effects th ereof, including the
unavailability of premises and loss of production.

4.6.4. Where required by the ILO and as specified in the P urchase
Order/Contract Document (except for the workers’ co mpensation insurance
or any self-insurance program maintained by the Con tractor and approved
by the ILO), the Contractor’s insurance policies wi I:

4.6.4.1. name the ILO as an additional insured under the lia bility
policy/policies, including, if required, as a separ ate endorsement
under the Contractor’s policy/policies;

4.6.4.2. include a waiver of subrogation of the Contractor's insurance
carrier’s rights against the ILO; and

4.6.4.3. provide that the ILO will receive written notice fr om the
Contractor’s insurance carrier not less than thirty ( 30) days prior
to any cancellation or material change of coverage.

4.6.5. The Contractor will take out any other insurance re quired by the ILO
and as specified in the Purchase Order/Contract Doc ument.
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4.6.6. Upon written request by the ILO, the Contractor wil
with a copy of the general and specific conditions
policy/policies required under the Contract.

4.7. INDEMNIFICATION:

4.7.1. The Contractor is solely responsible for any claim
from the negligence, acts, or omissions of its Pers

4.7.2. The Contractor will indemnify and hold the ILO harm
against any direct or indirect responsibilities, co
(including intellectual property rights infringemen
damages and losses, including costs, fees and relat
respect of any physical injury, damage to property,
or other prejudice suffered by the ILO, its Personn
which may result from the performance of the Contra
under the Contract or the Contractor’s acts or omis
Contractor’s Personnel.

4.7.3. The Contractor will immediately notify the ILO upon
any direct or indirect responsibilities, complaints
intellectual property rights infringement), suits,
and losses, including costs, fees and related expen
any physical injury, damage to property, theft, or
prejudice suffered by the ILO or which could advers

5. ASSIGNMENT AND SUBCONTRACTING

5.1. ASSIGNMENT The Contractor may not assign, transfer, pledge o
he Contract, or of any of
t except with the prior

other disposition of the Contract, of any part of t

the rights, claims or obligations under the Contrac

written authorization of the ILO. Any such unautho
transfer, pledge or other disposition, or any attem

binding on the ILO.

5.2. SUBCONTRACTINGN the event that the Contractor requires the ser

any subcontractor, the Contractor will obtain the p
authorization to subcontract and the approval of th
subcontractor selected. The authorization and appro
subcontractor does not relieve the Contractor of an
under the Contract and the Contractor is solely res

provided by a subcontractor in the framework of the
their quality. The Contractor, to the same extent a

will be liable for a subcontractor and its Personne

part of the Contractor’'s obligations under the Cont
subcontract will be subject to and be in conformity

the Contract. Except with the prior written authori

the approval of the ILO of the subcontractor select

ensure that its subcontractor(s) do not subcontract
pledge or make any other disposition of the Contrac
Contract, or of any of the rights, claims or obliga

The provisions of this paragraph apply to any subco
requires the services of a subcontractor.
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| who are performing any
ract. The terms of any
with the provisions of

zation to subcontract and
ed, the Contractor will

, assign, transfer,
t, of any part of the

tions under the Contract.

ntractor who, in turn,

6. INTELLECTUAL PROPERTY RIGHTS AND CONFIDENTIALITY

6.1. PROPRIETARY ITEMS AND INTELLECTUAL PROPERTY RIGHTS
6.1.1. All documents (including drawings, estimates, manus

plans, records, reports, recommendations) and other
(including data, devices, gauges, jigs, mosaics, pa
photographs, samples, and software) (jointly referr

cripts, maps,
proprietary items
rts, patterns,

ed to as Proprietary

Iltems ), either developed by the Contractor or its Person nel in

connection with the Contract or furnished to the Co
behalf of the ILO to support the performance of the
obligations under the Contract, are the exclusive p
International Labour Organization; and, will be use
and its Personnel solely for the purposes of the Co

6.1.2. All intellectual property rights and all other prop
(including copyrights, patents, trademarks, source
processes, inventions, ideas, know-how) with regard
(jointly referred to as Intellectual Property
Contractor or its Personnel in connection with the

ntractor by or on
Contractor’'s
roperty of the
d by the Contractor
ntract.
rietary rights
codes, products,
to any materials

), either developed by the

Contract or furnished
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6.2. CONFIDENTIAL

to the Contractor by or on behalf of the ILO to sup

of the Contractor’s obligations under the Contract,
property of the International Labour Organization;

the Contractor and its Personnel solely for the pur
Contract.

6.1.3. During the course of development, Proprietary Items

Property developed or utilized by or furnished to t
made available for use and inspection by the ILO, u
reasonable times and in reasonable places.

6.1.4. Such Proprietary Items and Intellectual Property wi

only to ILO authorized officials on completion of t

6.1.5. The Contractor will disclose, throughout its perfor

authorized officials full particulars of all source

processes, inventions, ideas, know-how, documents a
materials developed or conceived by the Contractor,
connection with the Contract.

6.1.6. At the request of the ILO, the Contractor will take

steps to execute all necessary documents and genera
securing intellectual property rights and all other
in compliance with the requirements of applicable |

6.1.7. To the extent that any Intellectual Property due to

paragraph  6.1.2 includes any intellectual property:

6.1.7.1.  of the Contractor that: (i) pre-existed the perform
Contractor of its obligations under the Contract; o
develop or acquire, or that may have been developed
independently of the performance of the Contractor’
under the Contract; or

6.1.7.2.  of a third-party;

the Contractor grants to the International Labour O

perpetual, royalty-free license to make unrestricte

intellectual property. The International Labour Org

claim any ownership interest in the intellectual pr

subparagraphs  6.1.7.1 or 6.1.7.2

6.1.8. The Contractor undertakes to obtain, at its own exp

use any third-party protected rights that are neces
performance of the Contract and, if requested, prov
evidence of such permission.

6.1.9. In the event that any Proprietary Items or Intellec

provided to the ILO by the Contractor are for some
found to infringe any rights of a third-party, or i
settlement, are enjoined, limited or otherwise inte
Contractor, at its sole cost and expense, will prom
6.1.9.1. procure for the ILO the unrestricted right to conti
Proprietary Items and Intellectual Property provide
replace or modify the Proprietary Items and Intelle
provided to the ILO, or part thereof, with the equi
Proprietary Items and Intellectual Property, or par
are non-infringing; or,
refund to the ILO the full price paid by the ILO fo
have or use such Proprietary Items and Intellectual
part thereof.

6.1.9.2.

6.1.9.3.

Proprietary Items, Intellectual Property and other
irrespective of what form they are, developed, coll

or received by the Contractor, will be treated by t
confidential and be used only for the purposes of t

6.2.2. The Contractor will not communicate at any time to

government or entity external to the ILO, any Propr
Intellectual Property or other information known by
association with the ILO, which has not been made p

the authorization of the ILO; nor will the Contract

such information for private advantage or in any ma

or incompatible with the interests of the ILO. Wher
required by law to disclose such Proprietary Items,

NATURE OF AND RESPONSIBILITY FOR
INTELLECTUAL PROPERTY AND OTHER INFORMATION
6.2.1. Unless otherwise made public with the authorization
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Property or other information, it will give the ILO sufficient prior
notice of the request to disclose in order to allow the ILO to have a
reasonable opportunity to take protective measures or such other action
as may be appropriate.

6.2.3. The Contractor will be responsible for such Proprie tary Items,
Intellectual Property and other information. In cas e of loss of or
damage to any Proprietary Items, Intellectual Prope rty or other
information the Contractor may be required to:

6.2.3.1. replace or repair the lost or damaged Proprietary | tems,
Intellectual Property or other information; or
6.2.3.2. provide compensation to the ILO for the cost of rep lacing or
repairing the lost or damaged Proprietary Items, In tellectual
Property or other information.
6.3. PUBLICITY AND USE OF THE NAME, EMBLEM OR OFFICIAL S EAL:

6.3.1. The Contractor may neither disclose the terms and ¢ onditions of the
Contract nor advertise or otherwise make public the fact that it is a
Contractor to the ILO.

6.3.2. The Contractor may not use or reproduce the name, e mblem or the
official seal of the International Labour Organizat ion or of the
International Labour Office, including their abbrev iations, in
connection with the Contractor’s business or otherw ise.

6.3.3. Inreporting its procurement activities, the ILO ma y publish (e.g., on
the internet) the Contractor's name and amount of t he Contract.

7. ETHICAL CONDUCT
7.1. LABOUR CLAUSESThe Contractor undertakes to respect, at all time s and in
all circumstances relevant to the performance of th e Contract and in
relation to all its Personnel, and to ensure that i ts subcontractors
respect:

7.1.1. The following principles concerning international | abour standards of
the International Labour Organization:

7.1.1.1. the freely-exercised right of workers, without dist inction, to
organize, further and defend their interests and to bargain
collectively, as well as the protection of those wo rkers from any
action or other form of discrimination related to t he exercise of
their right to organize, to carry out trade union a ctivities and to
bargain collectively;

7.1.1.2.  the prohibition of forced or compulsory labour in a Il its forms;

7.1.1.3.  equal remuneration for men and women for work of eq ual value;

7.1.1.4. equality of opportunity and treatment in respect of employment
and occupation without discrimination on grounds of race, colour,
sex, religion, political opinion, national extracti on or social
origin and such other ground as may be recognized u nder the
national law of the country or countries where the performance, in
whole or in part, of the Contract takes place;

7.1.1.5.  the prohibition of the employment of children below fourteen (14)
years of age or, if higher than fourteen (14), the minimum age of
employment permitted by the law of the country or c ountries where
the performance, in whole or in part, of the Contra ct takes place,
or the age of the end of compulsory schooling in th at country or
countries, whichever is higher;

7.1.1.6.  the prohibition of the employment of persons under the age of
eighteen (18) for work that, by its nature or the c ircumstances in
which it is carried out, is likely to harm the heal th, safety or
morals of such persons;

7.1.1.7. the payment of wages in legal tender, at regular in tervals no
longer than one month, in full and directly to the workers
concerned. The Contractor shall keep an appropriate record of such
payments. Deductions from wages are permitted only under conditions
and to the extent prescribed by the applicable law, regulations or
collective agreement, and the workers concerned mus t be informed of
such deductions at the time of each payment.

7.1.1.8. the provision of wages, hours of work and other con ditions of
work not less favourable than the best conditions p revailing
locally (i.e., as contained in: (i) collective agre ements covering
a substantial proportion of employers and workers; (ii) arbitration
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7.1.1.9.

7.1.2.

awards; or, (iii) applicable laws or regulations, w
the best working conditions), for work of the same
performed in the trade or industry concerned in the

is carried out;

the need to ensure, so far as is reasonably practic

workplaces, machinery, equipment and processes unde
are safe and without risk to health, and that the c

physical and biological substances and agents under
are without risk to health when the appropriate mea

protection are taken;

to health; and

and provide, where necessary,
protective clothing and protective equipment to pre
is reasonably practicable, risk of accidents or of

All applicable laws or regulations concerning terms

7.2. PERSONNEL NOT TO BENEFIT

7.2.1.

The ILO requires bidders and contractors to observe
ethical standards during the procurement process an
contracts. In order to ensure the respect of these
provides the following definitions:

conditions of work, any collective agreements to wh
any other related measure with which it must comply

is any act or omission,
knowingly or

the offering,

giving,

is a situation that gives ri

actual, potential or perceived conflict between the

“collusive practice” is any conduct or arrangement

inclu

recklessly mis

receivi

more bidders or contractors, designed to achieve an

“coercive practice” is impairing or harming, or thr

7.2.1.1.  “fraudulent practice”
misrepresentation, that
attempts to mislead, another to obtain a financial
or to avoid an obligation;

7.2.1.2.  “corrupt practice” is
soliciting, directly or indirectly, of any advantag
influence improperly the actions of another;

7.2.1.3.  “conflict of interest”
one party and another;

7.21.4.
purpose, including to influence improperly the acti
or to set prices at an artificial level or in a non
manner;

7.2.1.5.
impair or harm, directly or indirectly, another or
another to influence improperly the actions of anot

7.2.2.

7.2.3.

7.2.4.

8.1.

The Contractor will not (and will ensure that its P

place itself in a position that may, or does, give
between its interests and the ILO’s interests durin
process or the execution of the Contract.

If during any stage of the procurement process a co

arose or during contract execution a conflict of in
appears likely to arise, the Contractor will immedi

in writing, setting out all relevant details, inclu

which the interests of the Contractor conflict with

ILO, or in any situation in which any ILO official,

under contract with the ILO may have, or appears to

any kind in the Contractor's business or any kind o
personal ties with the Contractor. The Contractor w

as the ILO may reasonably require to resolve or oth
conflict to the satisfaction of the ILO.

Without prejudice to any other right or remedy avai

8.

Contract, the ILO reserves the right to disqualify
specified or indefinite period from participating i
process of the ILO or contracting with the ILO, if
Contractor has, directly or indirectly, employed fr
collusive or coercive practices or failed to disclo
interest.

FULL DISCLOSURE

full and proper disclosure to the ILO of all releva
to its business activities, financial condition and

FULL DISCLOSURE The Contractor warrants that it has made and will
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entering into this Contract and for its duration, i ncluding that it is not
identified on or associated with 4 any individual, groups, undertakings and
entities identified on the list established by the United Nations Security
Council Resolution 1267 ( 1267 Consolidated List ) 5; and that it is not, nor
has been, subject to any sanction or temporary susp ension imposed by any
organization within the United Nations System inclu ding the World Bank.

9. DELAY, FORCE MAJEURE AND LIQUIDATED DAMAGES

9.1. DELAY

9.1.1. Should the Contractor encounter conditions that do not constitute
Force majeure and which impede or are likely to impede timely
performance of the Contract ( Delay ), the Contractor will immediately
notify the ILO in writing with full particulars of the Delay, including
its likely duration, and its cause. At the ILO’s re quest, the Contractor
and the ILO will consult as soon as practicable aft er receipt of such
notice, to evaluate any available means of mitigati on or appropriate
remedies provided under the Contract.

9.1.2. In addition to any other right or remedy available under the Contract,
upon receiving notice of Contractor's Delay (or lik ely Delay) in
performance, the ILO will have the right to:

9.1.2.1. suspend the Contract, in whole or in part, and noti fy the
Contractor not to proceed further with its performa nce which has
been subject to (or will be subject to) Delay;

9.1.2.2.  withhold and/or deduct payment to the Contractor fo r the portion
of the Contract subject to Delay; and

9.1.2.3. procure all or part of the Services which the Contr actor fails to
provide in a timely manner.

9.1.3. Without prejudice to any other right or remedy avai lable under the
Contract, the Contractor will be liable for any inc rease in the price
payable by the ILO resulting from the procurement o f the Services from
other sources and the ILO may apply such additional costs incurred, by
deduction or otherwise, against future amounts owed by the ILO to the
Contractor.

9.1.4. Upon receipt of notice of any decision by the ILO t o0 suspend the
Contract under subparagraph 9.1.2.1 and with respect to the suspended
portion of the Contract, the Contractor will take i mmediate steps to
reduce expenses to a minimum and will not undertake any further
obligations; provided, however, that the ILO and th e Contractor will
continue performance of the Contract to the extent that it is not

suspended or cancelled.

9.2. FORCE MAJEURE

9.2.1. Neither Party will be liable to the other Party for failure to perform
its respective obligations, if such failure is as a result of an
unforeseeable and irresistible event, act of nature (including fire,
flood, earthquake, storm, hurricane, epidemic or ot her natural
disaster), any act of war (whether declared or not) , invasion,
revolution, insurrection, terrorism, or any other a cts of a similar
nature or force, ( Force Majeure ) provided that such acts arise from
causes beyond the control and without the fault or negligence of the
invoking Party.

9.2.2. The defaulting Party will notify, as soon as possib le after the
occurrence of the Force Majeure  event, the other Party in writing with
full particulars of the Force Majeure event, including its likely
duration, the estimated expenditures that will like ly be incurred for
the duration of the Force Majeure  event, and any other conditions which
threaten to interfere with the defaulting Party’s p erformance of the
Contract.

9.2.3. Without prejudice to any other right or remedy avai lable under the
Contract, if either Party is rendered unable, in wh ole or in part, by

4 United Nations Security Council Resolution 1617 de fines “associated with” and it is
available at http://www.un.org/sc/committees/1267/resolutions.sh tml .

5 The 1267 Consolidated List is available at
http://www.un.org/sc/committees/1267/aq_sanctions_| ist.shtml
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reason of Force Majeure to perform its obligations and meet its
responsibilities under the Contract and where the F orce Majeure event
exists beyond sixty ( 60) days then that Party will have the right to
suspend or terminate the Contract with a p eriod of written notice of
seven ( 7) days.
9.3. NOTICE OF DELAY AND FORCE MAJEURE If notice is not received by a Party in

accordance with paragraphs 9.1.1 or 9.2.2 , the Party who fails to notify of

the Delay or Force Majeure event will be liable for damages resulting from

such non-receipt, except where the Delay or Force Majeure event also

prevents transmission of the notice.

9.4. LIQUIDATED DAMAGES Without prejudice to any other right or remedy

available under the Contract, the Parties agree tha t if the Contractor

breaches the Contract, including a Delay in perform ance of the Contractor’s

obligations under the Contract, it will be impracti cal or difficult to
quantify the damages suffered by the ILO. The Parti es, therefore, agree that
in the event of such a breach by the Contractor, th e Contractor will pay to

the ILO, as liquidated damages, a sum equal to thre e-tenths of one ( 0.3 ) per

cent of the Contract price for each day of delay un til actual delivery or

performance, up to a maximum of ten ( 10) per cent of the Contract price.

Each Party acknowledges and agrees that the liquida ted damages amount
specified herein are intended to reasonably compens ate the ILO and not
intended to punish the Contractor. Without prejudic e to any other right or
remedy available under the Contract, the ILO reserv es the right to recover

such liquidated damages by deduction or otherwise, against future amounts

owed by the ILO to the Contractor.

10. TERMINATION
10.1. TERMINATION BY THE ILO :

10.1.1. Without prejudice to any other right or remedy avai lable under the
Contract and without the authorisation of a court o r any other
authorisation, the ILO may terminate the Contract i mmediately by written
notice in the event that the Contractor:

10.1.1.1. is found to have made any material or fraudulent
misrepresentation in the making of or performance o f the Contract
regardless of when the misrepresentation is discove red;

10.1.1.2. becomes bankrupt, otherwise insolvent, or the ILO r easonably
determines that the Contractor has become subject t o0 a materially
adverse change in its financial condition that thre atens to
substantially affect the ability of the Contractor to perform any
of its obligations under the Contract;

10.1.1.3. fails to perform contractual obligations or to sati sfy any
guarantees or warranties it has made under the Cont ract and does
not rectify such failure within sixty ( 60) days following receipt
of a written notice by the ILO;

10.1.1.4. is declared undesirable by the government where the Contractor
is to perform any of its obligations under the Cont ract;

10.1.1.5. is the subject of any sanction or temporary suspens ion imposed
by any organization within the United Nations Syste m including the
World Bank; or

10.1.1.6. the ILO’s activities are curtailed or terminated.

10.1.2.  Upon receipt of notice of termination by the ILO, t he Contractor will
take immediate steps to bring any Services to a clo se in a prompt and
orderly manner, will reduce expenses to a minimum a nd will not undertake
any further obligations from the date of receipt of notice of
termination.

10.1.3. If the Contract should be terminated by the ILO, th e ILO will make
all payments which may be due up to the effective d ate of termination
for any Services satisfactorily delivered or perfor med and accepted by
the ILO.

10.2. TERMINATION BY THE CONTRACTOR

10.2.1. Without prejudice to any other right or remedy avai lable under the
Contract and without the authorisation of a court o r any other
authorisation, the Contractor may terminate the Con tract immediately by
written notice in the event that the ILO:

10.2.1.1. fails to make payments which are due under the Cont ract and the
ILO does not rectify such failure within a period o f sixty ( 60)
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days after receipt of the Contractor's written noti ce of default;
or
10.2.1.2. fails in its contractual obligations so as to make it

unreasonable for the Contractor to proceed with the
its obligations under the Contract and the ILO does
such failure within a period of sixty (

the Contractor's written notice of default.

11. WARRANTY

11.1. WARRANTY OF SERVICES

11.1.1. The Contractor warrants that any Services provided
the Contract will meet the specifications, timefram
requirements set forth in the Contract. All materia
utilized in performing the Services under the Contr
respective kind(s) described in the Contract and fr
Materials not conforming to the specifications in t
be used in performance of the Services without prio
the ILO.

11.1.2. If the Services do not meet the requirements referr
Contractor will, at its sole expense, either by rep
correct, promptly modify or change any faulty workm
parts and equipment supplied by it to the extent ne
the above warranty.

11.1.3. If any defect or failure in the Services cannot be
remedial measures within the period agreed by the |
Contractor, the Contractor will be considered to be
addition to exercising any suspension or terminatio
the Contract, the ILO has the right to independentl
the Services
for all the additional costs so incurred, including
otherwise, against future amounts owed by the ILO t

12. MISCELLANEOUS

12.1. CHANGE ORDERShe ILO may, by written notification, increase or

the scope of Services of the Contract provided the
performance of the Contract so allows. If any such
decrease the cost of and/or the time required for t
part of the Contract, an equitable adjustment will

price or time schedule, or both, and the Contract w
amended. Any request for consultation or claim for

and the Contractor will be obligated to reimburse t

performance of
not rectify

60) days after receipt of

in accordance with
es and related
Is and workmanship
act will be of the
ee from defects.
he Contract will not
r written approval of

ed to above, the
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LO and the
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he ILO
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o the Contractor.

decrease

stage reached in the

changes increase or

he performance of any
be made in the Contract's

ill accordingly be

adjustment under this

paragraph will be asserted by the Contractor within thirty ( 30) working days
from the date of receipt of ILO's change order.
12.2. AMENDMENTSThe Parties may by mutual agreement amend the Con tract.

Amendments will be effective only if in writing and
delivered on behalf of the ILO and the Contractor b
to do so.

when executed and

y persons duly authorized

12.3. NON-WAIVER OF RIGHTS Termination of the Contract in whole or in part b ya

Party or the failure by either Party to exercise an
will not affect the accrued rights or claims and li
to the Contract.
12.4. SURVIVAL The obligations contained in paragraphs
(Indemnification);
6.2 (Confidential Nature of and Responsibility for Pro
Intellectual Property and Other Information);
Name, Emblem or Official Seal); and
termination or expiration of the Contract.
12.5. LIMITATION ON ACTIONS : Irrespective of their nature,
controversy, or claim arising out of the Contract o
termination, or invalidity thereof (other than obli
paragraph  12.4 ) must be asserted within six (
or expiration of the Contract.

13. SETTLEMENT OF DISPUTES

y rights available to it,
abilities of either Party

4.6 (Insurance); 4.7
6.1 (Proprietary Items and Intellectual Property Right s);

prietary ltems,

6.3 (Publicity and Use of the
11.1 (Warranty of Services) survive the

any dispute,

r the breach,

gations enumerated in
6) months after the termination
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13.1.

settle any dispute, controversy, or claim arising o

breach, termination, or invalidity thereof by direc

including, where agreed, by referral, to an executi

within the Parties. Where the Parties wish to seek

settlement through conciliation, the conciliation w

accordance with the Conciliation Rules then prevalil

Commission on International Trade Law (

procedure as may be agreed between the Parties in w

ARBITRATION: Unless settled amicably under paragraph

(60 ) days, after receipt by one Party of the other Par

any dispute, controversy or claim arising out of th

breach, termination or invalidity thereof, will be

accordance with the UNCITRAL Arbitration Rules then

13.2.1. the place of arbitration will be Geneva;

13.2.2. the decisions of the arbitral tribunal will be base
principles of international commercial law;

13.2.3. the arbitral tribunal will have no authority to awa
damages; and

13.2.4. the Parties will be bound by any arbitration award
result of such arbitration as the final adjudicatio
dispute, controversy, or claim arising out of the C
breach, termination or invalidity thereof.

13.2.

13.3.
conducted in the language in which the Contract is
is one of the three working languages of the ILO (E
Spanish). In the event the Contract is in a languag
French or Spanish, the conciliation or the arbitrat
conducted in English, French or Spanish.

ANNEX IV
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Skills 21 — Empowering Citizens for Inclusive and Sustainable Growth Project
ILO Country Office for Bangladesh
Terms of Reference (ToR)
Ref. No.: RFP-ILO-SKILLS-2018-003

Assignment: Hiring Firm/Organization for Occupational Skills Needs Analysis in
the Catchment Areas of Seven TVET Institutions

Contract Type: Implementation Agreement (Non-Profit Organization)/ Service
Contract (Commercial Organization)

Location: Bangladesh

Duration: Three (3) months tentatively from May 2018 to August 2018

1. INTRODUCTION
1.1. Background

The ILO Country Office for Bangladesh is implementing the Skills21-Empowering Citizens for Inclusive
and Sustainable Growth in cooperation with the European Union Delegation (EUD) and Government
of Bangladesh. It aims to increase productivity and better employment opportunities for youths
through an environmentally conscious, inclusive, demand-driven, and interlinked education and skills
development system responding to the needs of the labour market. It targets to build the capacity of
government agencies and their staff, employers, workers, education and training institutions, migrant
workers, IPs, learners with a particular focus on disadvantaged groups. It will enhance the market-
relevance and effectiveness of the education and training system allowing for better quality, more
access and an improved capacity to provide and sustain demand driven services for the world of work.

The Project has three main outcomes:

Outcome 1. Improved Quality of the TVET and skills development system

Outcome 2. Improved Access to and Equity within the TVET/skills development system through TVET
Model Institutions

Outcome 3. An enabled environment through Improved Governance and Management of the TVET
and skills development system

1.2. Rationale

The Project will support the establishment and operationalization of seven TVET model institutions
selected from all over Bangladesh. The institutions are envisioned as a vehicle for delivery of private
sector-led, area-based, market-driven, green growth oriented, inclusive and labour intensive training
programs focusing on inclusion strategies for ethnic minorities, persons with disabilities, and women.
The institutions are expected to take the lead in strengthening other TVET institutions.

Obtaining an accurate picture of the labour market and employment opportunities is vital for a
demand-driven system. Therefore, a skills needs analysis is necessary to define the basis for training
interventions and facilitate understanding of key elements of a broader TVET system, from skills to
jobs. The research will also assess the capacity of TVET institutions and relevant industries to jointly
offer training program s that address the demands of the labour market. There are a number of similar



researches conducted in the past, however the results are now updated or they have different target
population, or research areas hence a new research is necessary.

The Project

intends to carry out a skills needs analysis that covers the catchment areas of the seven

(7) model institutions. Therefore, the Project intends to engage a consulting firm, individual

consultants,

or research centres to carry out the research. The result of the research will become the

basis for the development of relevant qualification packages and programmes for training delivery.

2. OBIJECTIVES AND METHODOLOGY

2.1. Objectives of the Assignment

2.1.1.

2.1.2.

2.1.3.

2.14.

2.1.5.

2.1.6.

2.1.7.

2.1.8.

To provide a “snapshot” of the various industries located in the catchment area, and
describe their partnerships with TVET institutions;

To analyse the type of skills available and relevant in the labour market as well as the
current skills needs to describe the type and range of jobs, and opportunities for
employment with special focus on green jobs, entrepreneurship and other demand-
driven skills;

To identify potential institutions that implement green skills, entrepreneurship, and
demand-driven programs in the catchment areas of the model institutions;

To assess the institutional capacity of: (a) selected TVET institutions; and (b) industries
to deliver demand-driven programs with a particular focus on infrastructure, trainers
and staff, management, and industry linkage;

To assess the possibility of business development services such as micro-financial
institutions, banks, etc. available for TVET graduates to establish small enterprises and
identify level of support needed for this to happen;

To identify labour market (a) opportunities as well as (b) discriminations and
stereotypes faced by disadvantaged groups, and provide ways to address them;

To examine constraints/barriers to improve the quality of the training programmes
from the perspective of: (a) TVET trainees / Graduates; (b) training providers; and (c)
employers

To provide recommendations on potential market-driven occupations to be introduced
through dual training system in the TVET institutions and industries.

2.2. Methodology

The main methodology is a field survey that includes:

Desk reviews of secondary data including project documents & previous studies;
Extensive mapping of industry skills needs

Interviews with respondents — government agencies, employers’ groups, industries, TVET
institutions, and trainees/graduates

Questionnaire (English and Bangla)

Observations and visits

3. VENDOR RESPONSIBILITIES

3.1. Scope of Work:

The consultant will:

3.1.1.

Conduct a review of all relevant documentations including but not limited to: Skills 21
project documents, national policy documents, and previous skills needs analyses,
tracer studies, labour market reports in the country and international contexts;



3.2.

3.1.2. Determine priority sectors to be surveyed in consultation with Skills-21 team in: (1)
Khulna and Bagerhat with adjacent upazila/district; (2) Sylhet and adjacent
upazila/district; (3) Gaibandha (Bogra/Rangpur); (4) Jamalpur and adjacent
upazila/district; (5) Rangamati and adjacent upazila/district; and (6) Feni and adjacent
upazila/district;

3.1.3. Design and/or adopt survey questionnaire, interview guides, checklists and other data
collection tools to provide responses to the following:

a.
b.
C.

Type and size of industries in the catchment areas

Current skills needs and opportunities for employment

Type of skills available in the labour market for mainstream and disadvantaged
groups (green skills, entrepreneurship and demand-driven)

List of TVET training institutions and centres’ programs that are currently being
offering within the catchment area

Type of skills relevant in the labour market for mainstream disadvantaged groups
(green skills, entrepreneurship and demand-driven)

List of TVET training institutions and centres’ programs that are offering in demand
programs within the catchment area

Institutional capacity of the selected model institution to deliver demand-driven
programs

Institutional capacity of the selected model institution to deliver dual
apprenticeship programs

Type of support provided to TVET graduates (women, IPs, migrant workers, etc.)
to establish small enterprises, if any

Types of labour market opportunities, discriminations and stereotypes faced by
disadvantaged groups, and ways to address them

Constraints/barriers and challenges faced by TVET trainees/ graduates, training
providers, and employers in improving the quality of training programs

Number of focus group discussion with relevant stakeholders with the
representation from local government, chamber of commerce, potential
employers and TVET institutions.

Recommendations of top priority of 7 seven potential market-driven occupations
to be introduced in the TVET institutions

3.14.

3.15.

3.1.6.

3.1.7.

Gather information from at least 10 enterprises/ industries (50% formal and 50%
informal) which come from the ISCs, business associations, chamber of commerce;

Analyse and interpret the results, and discuss initial results with the International
Adviser and National Programme Officer;

Identify the existing capacity of the TVET institutions and prepare a list of tools and
equipment those match with identified occupations; and

Present results to the project team, finalize and submit the required hard and soft
copies.

Specific Deliverables

The table below presents the specific deliverables, required number of work days and
payment schedule.



No.

Specific Deliverables

No. of work
days
required

Payment
Schedule in
%

Detailed work plan at the start of the assignment

= Elaborating the methodology and approach plan

=  Providing a comprehensive work plan with specific
dates per activity

01

Review of all relevant documentations relating to Skills
Need Analysis; Prepare survey questionnaire, interview
guide, checklists and other data gathering tools in
Bangla and English, soft - pdf and doc files and hard
copies)

05

30%

= Gather and document information from the
stakeholders following research tools through FGD,
Contact with Employers, TVET institutions, Local
Government etc.;

= |dentify the existing capacity of the TVET
institutions and prepare a list of tools and
equipment (workable) those match with identified
occupations

58

Prepare Report in English (soft — pdf and doc, and hard
copies). A comprehensive report which includes the
separate report of each institution

Share Report and Presentation

40%

Incorporate  feedback and report completion
highlighting main findings and observations, and
indicating problems/limitations in the collection and
interpretation of the data and findings.

30%

Total days

70 days

The mentioned deliverables will be presented and accepted by the ILO Skills 21 Chief Technical Adviser
and /or PMCC/PSC through the recommendation of the relevant international technical adviser and
national program officer.

4. ILO’s RESPONSIBILITIES

The ILO will:
Monitor and supervise the work of the consultants and review progress of the work;

Provide research documents such as Skills 21 project documents, national policy documents,
and previous skills needs analyses (if available).
Provide technical inputs to questionnaire;

Provide technical assistance /feedback as necessary;

1.
2.

o kW

Provide support for engaging stakeholders and organizing meetings/workshops;

Ensure payment of agreed amount in three tranches. Payment will be linked to successful
delivery of outputs as per ILO rules and regulations; and
Perform any other tasks as described in the contract document.




5. SCHEDULE AND REPORTING

The envisaged assignment is expected to be completed within the duration of the assignment and
delivery as per details provided under 3.2 above.

The Consultant/s will report to International Program Adviser (CSE and TVET) and National Programme
Officer (TVET & CSE) and submit final report to the Skills21 Project Manager of ILO Dhaka.

Programme Specialist and Programme Officer will provide oversight and quality assurance, and will
also carry out a performance evaluation at the end of the assignment.

6. DURATION OF WORK AND DUTY STATIONS

The duration of the assignment will be for 3 months starting from May to August 2018. The firm is
expected to work from their own offices and attend meetings at ILO as required.

7. SPECIAL TERMS AND CONDITIONS

7.1. Confidentiality Statement and Intellectual Property of Data
All data and information received from the ILO and the stakeholders for the purpose of this
assignment are to be treated confidentially and are only to be used in connection with the
execution of these ToR. All intellectual property rights arising from the execution of this ToR is
assigned to ILO according to the grant agreement. The contents of written materials obtained
and used in this contract may not be disclosed to any third parties without the express advance
written authorization of the ILO.

7.2. Unsatisfactory or incomplete work
For the assighnment, the ILO’s Standard Rules and Procedure for Implementation Agreement
shall be applicable. In event that the service delivered is unsatisfactory or fails to conform to
the conditions set out above, the ILO reserves the right, as appropriate to interrupt it, to request
that it be corrected or modified, or to refuse to accept the service.

8. QUALIFICATIONS, EXPERIENCE AND ELIGIBILITY OF CONSULTING FIRM

8.1. Minimum eligible criteria of the Firm:
The Consulting firm/Organization must be/have professional experience for conducting
Occupational Skills Need Analysis in TVET sector with the following minimum qualifications and
experiences:

a. Profile (which should not exceed fifteen (15) pages including any printed brochure
relevant to the services being procured) — describing the nature of business, field of
expertise, licenses, certifications, accreditations.

b. Business Licenses — Registration Papers, Tax Payment Certification, etc. if applicable

c. Track Record

c.1. At least 5 years of experience in conducting research studies/evaluation on skills
analysis;

c.2. At least 5 years of experience in working with government agencies as well as
national and international organizations.

d. Latest Audited Financial Statement —income statement and balance sheet to indicate
Its financial stability, liquidity, credit standing, and market reputation, etc.;

e. Firm/Organization must have at least 5-member team comprising of a Team Leader, one
Research/Field Coordinator and Data Management Experts/Researchers.



8.2. Minimum qualification and experiences of Key Experts:

a. Key Expert: Team Leader (Qualifications and Experiences):

a.1. Aminimum of a Master’s degree in any relevant discipline with specific experience
on development and research particularly focusing on market responsive skills
development, youth empowerment in line with national skills development policy,
five year plan and the overall SDG goals 4 and 8;

a.2. A minimum of seven (7) years of experience in undertaking qualitative and
guantitative researches on building market oriented skilled labour force,
entrepreneurship, apprenticeship as per future trend and development agenda of
the government.

b. Key Expert: Four (4)Team Members (Qualifications and Experiences):

b.1. A minimum of Bachelors’ degree in social science or development studies with
areas that include skills development, youth empowerment with necessary hard
and soft skills; and

b.2. A minimum of 5 years’ experience in undertaking both quantitative and
gualitative analysis

Note: Proposers must submit necessary documents to substantiate above eligibility criteria.
Proposals which shall not meet above mentioned eligibility criteria will not be considered for further
evaluation.

Evaluation Criteria:
The technical and financial proposals will be evaluated in accordance with the criteria stated below-
(a) Experience of Consulting Firm/Organization in Research
(b) Educational qualifications and experiences of key professionals;
(c) Relevant work experience with international organizations;
(d) Scope and methodology of the assignment;
(e) Integration of cross cutting issues of access and equity (gender equality, PWDs, IPs, etc.),
green skills and SD, etc.;
(f) Experience in using standard skills gap analysis tools.

9. FUNCTIONAL COMPETENCIES
« Openness to change, flexibility, and ability to manage complexities;
« Written and spoken competence in English / Bangla languages;
e [T skills; and
» Written, analytical and communication skills.

10. 10.0 Proposal Submission and Selection Process of Competent Organization/Entity

The ILO invites technical and financial proposals from qualified organizations/firms/entities having
relevant experience in delivering similar services as mentioned in this Terms of Reference (TOR). The
consulting organization/entity will be chosen following ILO procurement rules/procedure on
evaluation by an ILO team of professionals, and sign the implementation agreement for the expected
deliverables and outputs as per the TOR.

Cumulative Evaluation Method will used for this procurement exercise and Contract will be awarded
to highest scorer(s) in Cumulative analysis considering Technical and Financial Evaluation. The
Technical proposal will contain 80% and financial proposal will contain 20% weight whereas Technical
Evaluation passing score is 70%. Any firms that score less than 70% in Technical Evaluation shall not
be considered for financial evaluation.



(a) Financial weighted score, out of 20:

The maximum number of points assigned to the financial proposal is allocated to the lowest price
proposal. All other financial proposals receive points in inverse proportion. The suggested formula is
as follows:

p=y(K/z),

p = points for the financial proposal being evaluated,

y = maximum number of points for the financial proposal (here it is 20),
W = price of the lowest financial proposal,

z = price of the financial proposal being evaluated

11. RECOMMENDED PRESENTATION OF PROPOSAL

Interested firms/entities must submit the following detailed proposal made up of documentation to
demonstrate the qualifications of the prospective firm, to enable appraisal of competing bids. This
should include technical and financial proposals, details of which are listed below.

11.1. Technical Proposal

(iv)

(v)

Firm information — Name of Firm and details of registration, address and bank account;
business registration certificate and corporate documents (Articles of Association or other
founding authority); description of present activities and most recent annual report (including
audited financial statements), if applicable;

Relevant Experience — Description of experience in projects of a comparable nature, with
specific description of past assignments of the Firm in research work;

Process - The Technical Proposal needs to contain a detail description of the process the
contractor intends to follow to complete the tasks including a detailed work plan and time
schedule for completion/delivery of the final product which, after selection of the contractor,
will be agreed upon by the Project.

Human Resources - The Technical Proposal needs to contain a list and detailed information
on the proposed Human Resources which will be utilized for the task including their respective
qualifications and relevant experience/exposure and required expertise/skills to complete the
tasks i.e. legal, linguistic, drafting and editing expertise, among others.

Tools and Methodologies - The Technical Proposal must detail tools and methodologies that
will be used to ensure the accuracy of the update and revision by the contractor. In particular,
in order to deliver the task to the highest standard, checks using processes including software-
built processes should be applied by the selected contractor.

11.2. Financial Proposal (including fee, travel cost, DSA, and other relevant expenses)

(i)

(ii)

The Financial Proposal shall specify a total delivery amount (in USD/ BDT) including
consultancy fees and all associated costs, i.e. travel cost, subsistence per diems, printing
costs and consultation workshop (if require).

In order to assist ILO in the comparison of financial proposals, the financial proposals will
include a breakdown of this amount disclosing the key assumption employed in costing
the tasks.

The cost of preparing a proposal and of negotiating a contract, including any related travel, is not
reimbursable as a direct cost of the assignment.



12. PROPOSAL SUBMISSION PROCEDURE

The proposer must submit the Technical and Financial Proposals in separate sealed envelopes
mentioning “Technical Proposal” and “Financial Proposal” on the top of respective envelopes as
though the financial information could not be revealed before financial proposal opening. One big
envelope shall be used to include both proposals mentioning “Ref. No.: RFP-ILO-SKILLS-2018-003;
Hiring firm/organization for Skills Needs Analysis in the Catchment Areas of Seven Model
Institutions” on the top of the big *sealed envelope. Unsealed proposals and proposals received after
the deadline would not be considered for evaluation.

The proposals in hard copy/soft copy with a cover letter to be submitted by 03 May 2018
by 4:30 pm (Bangladesh Standard Time) to:

Chief Technical Advisor

Skills - 21 Project, ILO Skills Programme Office

Ground Floor, IDB Bhaban, E/8-A, Begum Rokeya Sharani
Sher-e-Bangla Nagar, Dhaka, Bangladesh

Pre-Proposal Meeting: All interested firms/organizations are requested to attend a pre-proposal
meeting to be held on Thursday, April 19, 2018, 11:00 am at ILO Skills Programme Office, Ground
Floor, IDB Bhaban, E/8-A, Begqum Rokeya Sharani, Sher-e-Bangla Nagar, Dhaka, Bangladesh.
Maximum two (2) participants will be allowed from each organisation.

** To attend in pre-proposal meeting you are requested to bring your original national ID card/
passport to entrance in ILO office premises.




