
ANNEX-B

TECHNICAL PROPOSAL - CONTENT & FORMAT

The technical proposal of the bidders should contain the following minimum information. Bidders are free to provide, any other information that they deem fit and relevant in support of their bid.

Section- 1. Contractor’s company/firm (Not more than 5 pages in Arial Font Size 11)

a)  In this section the contractor should highlight about their company, how it is organised (organisation structure), its capability and a brief about its key personnel, (beginning from 2020 and backward) for whom the contractor has undertaken similar assignments, at national or sub-national levels, along with the name of the contact person and contact details of its clients. 

b) 	Out of the above list, provide information of 3-5 assignments for which your company and your company’s personnel were contracted. Please highlight those assignments similar to the one requested by UNICEF.  Please use the format specified in Annex-C. Please also list and highlight all the work you have undertaken for UNICEF India. We are looking for an agency that understands our programming well

c) Two reference letters and contact details of recent clients

Section-2: Description of the Approach, Methodology and Work Plan [Not more than 15 pages {excluding Section 2(d) and 2(e)} in Arial Font Size 11]

Technical approach, methodology, data analysis plan, work plan and a sample report are key components of the Technical Proposal.  You are requested to present this section of the technical proposal as follows: -

a)	Technical Approach and Methodology.  In this chapter, you should explain your understanding of the objective of the assignment and the proposed methodology (WITH TECHNICAL JUSTIFICATIONS) for carrying out the activities. You should highlight the problems being addressed and their importance, and explain the technical approach you would adopt to address them. You should explain the technical approach you would adopt and explain the methodology you propose to adopt and highlight the compatibility of the methodology with the proposed approach. You should also include a data analysis plan.  DO NOT CUT AND PASTE TEXTS FROM THE TOR SHARED WITH YOUR COMPANY.

b)	Work Plan.  In this chapter, you should propose the main activities of the assignment, their content and duration, phasing and interrelations, milestones (including interim approvals), and delivery dates for the deliverables under the assignment. The proposed work plan should be consistent with the technical approach and methodology, showing understanding of the ToR and ability to translate into a feasible work plan. A list of the deliverables should be included here. If the work plan suggested is different from the one given in the TOR, sufficient rationale and justification should be given explaining effectiveness of the revised methodology.

c) Risk assessment and mitigation measures-recognition of the risks/peripheral problems and methods to prevent and manage risks/peripheral problems;

d) Organization and staffing of the team for this assignment.  In this chapter, you should propose the structure and composition of the team which will be deployed for this assignment. Participation and roles of relevant subject specialists/experts on the team; professional experience in similar assignments should be mentioned. You should list the main disciplines of the assignment, the key expert responsible and proposed technical and support staff along with their curriculum vitae (CVs), highlighting years of experience as required in this project. (Please note that you are encouraged to submit the proposed evaluation team members’ standard CVs, including their publications list. However, CVs-as per template Annex-C1 will also need to be submitted for comparison purposes.) Names of persons who are working on temporary / consultant basis should be included in this list too mentioning their role as temporary. 

e)	Team composition and tasks assigned. Please provide the details as per the following:

	Name of staff
	Person Days   
	Area of expertise 
	Position assigned 
	Task Assigned

	
	
	
	
	

	
	
	
	
	



f) Retention of key staff and procedures for handling unavoidable team changes;

g) Gender balance of the team.

h) A sample report (for clarity and relevance) from a prior consultancy assignment with content directly related to this assignment and completed by the Team Leader





ANNEX-C 

CONTRACTOR’S EXPERIENCE – FORMAT 

	Assignment name:
 

	Country:
Location within country:


	Name of Client:
	Address:


	Duration of assignment (months):
Start date (month/year):
Completion date (month/year):
	Total No of staff-months of the assignment:



	Approx. value of the contract (in INR):

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


	Name of associated Contractors, if any:
	No of professional staff-months provided by associated Contractors:


	Name of senior professional staff of your firm involved and functions performed (indicate most significant profiles such as Project Director/Coordinator, Team Leader etc.):



	Narrative description of Project:







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














ANNEXURE C1 – CVs OF TEAM


	Position Title and No.
	{e.g.,  TEAM LEADER}

	Name of Expert:
	{Insert full name}

	Date of Birth:
	{day/month/year}

	Country of Citizenship/Residence
	



Education: {List in reverse order starting with highest degree obtained up to Graduate Degree, the university/institution or other specialized education, giving the following details}

	S. No.
	Degree/Diploma/Certificate obtained
	Name of University/ Institution
	Duration

	
	
	
	From (mm-yyyy)
	To
(mm-yyyy)

	
	
	
	
	

	
	
	
	
	



Employment record relevant to the assignment: {Starting with present position, list in reverse order. Please provide dates, name of employing organization, titles of positions held, types of activities performed and location of the assignment, and contact information of previous clients and employing organization(s) who can be contacted for references. Please list all experience with UNICEF. Past employment that is not relevant to the assignment does not need to be included.}

	Period
	Employing organization and your title/position. 
	Contact information for references
	Summary of activities performed relevant to the Assignment

	[e.g., May 2005-present]
	[e.g., Ministry of ……, staff/advisor/consultant to…


	Tel…………/e-mail……; Mr. xxxxx, deputy director]
	

	
	
	
	

	
	
	
	



Evaluation experience:
1
2.

Membership in Professional Associations:

1.
2.


List of papers published in your name in peer reviewed/national/international journals: 

1.
2.

Proficiency in Language Skills (indicate only languages in which you can work i.e. read, write, speak): 

	LANGUAGES
	READ
	WRITE
	SPEAK
	UNDERSTAND

	
	
	Not
	
	Not
	
	Not
	
	Not

	
	Easily
	Easily
	Easily
	Easily
	Easily
	Easily
	Easily
	Easily

	English
	
	
	
	
	
	
	
	

	Hindi
	
	
	
	
	
	
	
	

	Others (specify)
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	




Expert’s contact information : (e-mail …………………., phone……………)

Certification:
I, the undersigned, certify that to the best of my knowledge and belief, this CV correctly describes myself, my qualifications, and my experience, and I am available to undertake the assignment in case of an award. I understand that any misstatement or misrepresentation described herein may lead to my disqualification or dismissal by UNICEF, and/or sanctions by UNICEF. 


										{day/month/year}

Name of Expert 				 Signature 				Date


										{day/month/year}

Name of authorized 				Signature				Date
Representative of the Agency 
(the same who signs the Proposal)	






ANNEX-D

PLEASE PRINT THE FINANCIAL PROPOSAL (D and D1) ON COMPANY LETTERHEAD
FINANCIAL PROPOSAL - BREAKDOWN OF PROFESSIONAL FEES & EXPENSES 
A. PROFESSIONAL FEE	
	Name 
	Description of 
Role/Function
	Number of [footnoteRef:1]Person Days [1:  Should be appropriately estimated, as this aspect would be looked into while evaluating the technical proposal.] 

	Suggested Fee Rate (INR)
	Estimated Amount (INR)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Fees (A)                                     
	


B. OUT OF POCKET EXPENSES
	
	NO.
	UNIT
	RATE (INR)
	COST (INR)

	
TRAVEL COSTS
Specify Sectors
	
	
	
	

	
	
	
	
	

	Sub Total 
	
	
	
	

	Accommodation and Subsistence
Person / days and cities to be specified

SUB TOTAL
	
	
	
	

	
	
	
	
	

	ANY OTHER (Specify)
	
	
	
	

	Sub Total
	
	
	
	

	Total Projected Out of Pocket Expenses (B)       
	



Total Proposed Cost: (A+B) _________________________________________________

GST Extra as applicable

Note:

(i) All Travel should be by most direct and economical route.  Air travel should be by economy class irrespective of duration of travel.

(ii) OPE expenses will be reimbursed based on actual expenditure incurred and with a ceiling not to exceed the amount indicated in the financial bid.

(iii) Please do not give costs as a lump sum but provide a detailed breakdown for all costs.



                    


SUMMARY OF FEES AND EXPENSES FOR THE ASSIGNMENT

	PARTICULARS
	AMOUNT (INR)

	Professional fees  
	

	Out of Pocket Expenses  
	

	TOTAL FOR THE ASSIGNMENT
	





ANNEX – D-1

PROPOSED PAYMENT SCHEDULE (excluding GST):

	S. No.
	Deliverables to be verified and approved by UNICEF prior to submission of invoices
	Amount (INR)
	Proposed Percentage

	1.
	Submission and acceptance of 1st round report
	
	20%

	2.
	Submission and acceptance of 2nd round report
	
	30%

	3.
	Submission and acceptance of 3rd round report
	
	20%

	4.
	Submission and acceptance of final report at the end of all three rounds
	
	30%

	
	TOTAL
	
	100%




PAYMENT TERMS:


Please confirm by ticking (√) which of the following payment terms are offered by you:

10 days 3.0% ____; 15 days 2.5% ____; 20 days 2% ____; 30 days net ____; Other ____ (please tick the payment terms offered by you)
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