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TECH Forms


[bookmark: _Toc172357882]Form TECH-1: Technical Proposal Submission Form

[Location, Date]

To:	[Name and address of Client]


Dear Sirs:

	We, the undersigned, offer to provide the consulting services for [Insert title of assignment] in accordance with your Request for Proposal dated [Insert Date] and our Proposal. We are hereby submitting our Proposal, which includes this Technical Proposal, and a Financial Proposal.

	We are submitting our Proposal in association with: [Insert a list with full name and address of each associated Consultant if submitting as an association]

We hereby declare that all the information and statements made in this Proposal are true and accept that any misinterpretation contained in it may lead to our disqualification.

We confirm that, based on our current best knowledge, there are no real or potential conflicts of interest involved in rendering Services for the GCF. In this regard, we list all the work that we have been involved with GCF as per the attached. Our policy on dealing with conflicts of interest, should these arise, is also set out as per the attached. We acknowledge and agree that GCF has the right to determine whether there is any actual or potential conflicts of interest in its sole discretion. 

	If negotiations are held during the period of validity of the Proposal, i.e., before the date indicated in Paragraph Reference 2.6 of the RFP, we undertake to negotiate on the basis of the proposed staff, methodology and approach. Our Proposal is binding upon us and subject to the modifications resulting from Contract negotiations.

	We undertake, if our Proposal is accepted, to initiate the consulting services related to the assignment.

	We understand you are not bound to accept any Proposal you receive.

	We remain,

Yours sincerely,

Authorized Signature [In full and initials]:  	
Name and Title of Signatory:  	
Name of Firm:  	
Address:  	


[bookmark: _Toc172357886]Form TECH-2: Comments and Suggestions on the Terms of Reference and on Counterpart Staff and Facilities to be Provided by the Client
[bookmark: _Toc172357887]On the Terms of Reference
Present and justify here any modifications or improvement to the Terms of Reference you are proposing to improve the eventual performance in carrying out the assignment. Such suggestions should be concise and to the point, and incorporated in your Proposal.

[bookmark: _Toc172357889]

Form TECH-3: Template for Technical Proposal
The Technical Proposal shall be submitted strictly in accordance with the below Technical Proposal Template. Proposals that are not submitted based on the provided template may be disqualified.

TEMPLATE FOR TECHNICAL PROPOSAL 
to Terms of Reference for
Green Climate Fund Recognition Awards

(NOTE: The Technical Proposal should not exceed twenty (20) pages, excluding the Attachments.) 

Contact person and information of the bidding organization: 
	Name of the Organization 
	 

	Address and Telephone No. 
	 

	Contact Information 
	Name 
	 

	
	Position 
	 

	
	Email address 
	 

	
	Telephone No. 
	 




1. ORGANIZATIONAL PROFILE AND RELEVANT EXPERIENCE 
· Organizational profile, including history of organization in designing and managing knowledge sharing activities, event planning, design of awards schemes, and promoting innovative initiatives. The organizational profile shall outline the organization’s type, vision and mission, complex analysis and flagship initiatives in the area of outreach, knowledge sharing, and public relations. 
· Summary of past experiences that are relevant to the design and management of awards, the organization of awards-related events, and any innovative initiatives and to this Terms of Reference, including a list of detailed previous assignments undertaken by the organization.  

2. PROPOSED TEAM 
Proposed project team, including their roles, responsibilities, phases of involvement, qualifications, capabilities, and experience  
Please provide resumes of the key personnel who will lead the work on the GCF Recognition Awards during each phase. The Service Provider is expected to propose a team that includes key members (Team leader, Communications/Outreach Specialist, Selection Jury, Events Coordinator, and support staff) and required expertise suitable to achieve deliverables. The Service Provider should indicate the role and responsibilities of each team member, including their involvement throughout the period of the assignment. The Service Provider is required to ensure the availability of the proposed team members. Any replacements shall be subject to approval by GCF.  

3. APPROACHES, STRATEGIES AND METHODOLOGIES  
i. Phase I: Review & Finalization of Award’s Concept 
a. Proposed strategies and methodologies for finalizing the Recognition Awards draft concept, and for updating its workplan.
5. Proven expertise and experience for carrying out services similar to the ones requested under the relevant section of the terms of reference.  
5. Proposed project schedule for Phase I with proposed list of activities, their timelines and deliverables.
 
ii. Phase II: Implementation of the GCF Recognition Awards Concept
a. Proposed strategies and methodologies for continuing the execution of the outreach and communications plan; for longlisting and shortlisting proposals with content; for supporting the Award’s granting arrangements; and for providing recommendations for scaling-up the initiative.
5. Proven expertise and experience for carrying out services similar to the ones requested under the relevant section of the terms of reference.  
5. Proposed project schedule for Phase II with proposed list of activities, their timelines and deliverables. 
4. Limitations and Challenges  
Please explain what the limitations and challenges are for your company, if any, for providing the requested deliverables for each phase.   
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Financial Proposal

The Financial Section shall provide the Financial Proposal as per the Fin Form-2.


FIN Forms
[bookmark: _Toc172358981]Form FIN-1: Financial Proposal Submission Form
[Location, Date]

To:	[Name and address of Client]


Dear Sirs:

	We, the undersigned, provide in the Financial Proposal the relevant unit prices of various categories of experts in accordance with your Request for Proposal dated [Insert Date] and our Technical Proposal. All the unit prices are exclusive of the local taxes.

	Our Financial Proposal shall be binding upon us until the expiration of the validity period of the Proposal, i.e. before the date indicated in Paragraph 2.6 of this RFP. Furthermore, in the event of an award of LTA, all the unit prices shall be valid for the duration of the LTA.

	We understand you are not bound to accept any Proposal you receive.

	We remain,

Yours sincerely,

Authorized Signature [In full and initials]:  	
Name and Title of Signatory:  	
Name of Firm:  	
Address:  	






















[bookmark: _Toc172358982]Form FIN-2: Financial Proposal
Please provide your financial proposal based on the template below, in compliance with the instructions. 

Please do not include any cost related to travel. Any agreed travel shall be subject to applicable guidelines in GCF and relevant costs will be managed accordingly. Airfare tickets shall be provided for Economy class only.

	Deliverable
	Cost Breakdown
Please specify detailed breakdown of the cost for each deliverable, including the unit cost for the proposed team members. 
	Total cost for deliverable (in USD)

	Phase I deliverables
	

	Finalized Draft Concept
	
	

	Updated Work Plan
	
	

	Phase II deliverables
	

	Continuation of the Outreach & Communications Plan Execution
	
	

	Longlist of Awards Candidates
	
	

	Shortlist of Awards Candidates
	
	

	Support the Awards Granting Arrangements
	
	

	Recommendations for Scaling-Up the Initiative
	
	

	Total lump-sum cost (in USD)

	



Disclaimer: Please note that the scope of the assignment and the relevant deliverables are subject to change based on corporate decisions and context at the Green Climate Fund and guidance from the Knowledge Manager. 


Annex 4
Company Profile Form
Please respond to all questions.
[bookmark: _Toc113781280]Company details - vendor’s name
	Name:		


[bookmark: _Toc113781281]General Information
	Primary contact for sales/client services
	

	Address
	

	
	

	
	Postal Code:                         Country:   

	Telephone:
	Fax:

	E-mail:
	Web site:

	Parent company, if any
	

	Subsidiaries, Associates, and/or Overseas Rep(s), if any
	

	Year established
	

	Registration Number
	

	Type of organization
	Public enterprise                                                	(  )
Private company                                                    	(  )
Organization sponsored (assisted by Government) 	(  )
Other (please specify): …..                                      	(  )

	Type of Business
	Manufacturer                                                           	(  )
Retailer                                                                    	(  )
Authorized Agent                                                     	(  )
Consulting Company                                              	(  )
Other (please specify): …..                                      	(  )

	Summary of main business activities
	

	No. of employees 
(by location)
	

	Staff turnover rate
	

	In-house working language (s)
	

	Bank Name: 
Bank Address: 	  
Account Holder:
Account Number: 
IBAN:
SWIFT:
	


[bookmark: _Toc113781283]Prior experience with international organizations
	List contracts with international organizations in the last three years
BRIEFLY list recent contracts that used relevant tools, technologies, and techniques:
Attach additional sheets if necessary.

	1

	2

	3


 
[bookmark: _Toc113781284]Environmental Policy
	Does your company have a written statement of its environmental policy?

YES ( )  Please attach copy                                           NO (  )


[bookmark: _Toc113781285]Contract disputes
	List any disputes your company has been involved in over the last three years

	

	


[bookmark: _Toc113781286]References
	List suitable reference projects and contacts.
What options would there be for a site visit to a reference project and/or the vendor’s site? 

	1

	2

	3


[bookmark: _Toc113781287]Partners
	If this is a part bid, list relevant recent experience of working with partners.
Are there already formal or informal preferred partnership agreements in place? 

	1

	2

	3


[bookmark: _Toc113781288]Conflict of interest
	Are there any likely circumstances or contracts in place that may introduce a conflict of interest with the parties to this contract? If so, explain how this will be mitigated

	1

	2


Certification
I, the undersigned, confirm that the information provided in this annex is correct.  In the event of changes, details will be provided.


Name:		__________________________		Title:	_________________________


Signature: 	__________________________		Date:	_________________________



Annex 5
Acknowledgment Letter

[bookmark: _Hlk506915870]Dear Sir/Madam,

We, the undersigned, acknowledge receipt of your Request for Proposal (RFP) No. RFP/2019/C/006 dated 16 March 2019 and hereby confirm that we:

[   ] INTEND 	[   ] DO NOT INTEND

to submit a proposal to the secretariat of the Green Climate Fund (GCF) by the deadline date of 15 April 2019 and that we:

[   ] INTEND 	[   ] DO NOT INTEND

to send one (1) authorized representative to observe the public opening procedure on 15 April 2019.

We acknowledge that this RFP is confidential and proprietary to the secretariat, and contains privileged information. 
	Name of Authorized Representative:	________________________________________

	Signature:	________________________________________
	Title:	________________________________________
	Name and Address of Vendor:	________________________________________
		________________________________________
		________________________________________
	Telephone:	________________________________________
	Facsimile:	________________________________________

If you do not intend to submit a proposal to the secretariat, please indicate the reason:
[   ]	We do not have the capacity to submit a proposal at this time.
[   ]	We cannot meet the requirements for this RFP.
[   ]	We do not think we can make a competitive offer at this time.
[   ]	Other (please specify): ____________________________________________________

Kindly return this acknowledgement letter immediately via e-mail to procurement@gcfund.org 

NOTE:  Due to current security arrangements, your authorized representative must present a completed copy of this letter in order to observe the public opening procedure.
[bookmark: _GoBack]
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