












Annex 2
Requirements for Firms’ Proposals Technical Proposal

The technical proposal will be submitted in a separate file and will address all aspects of the Terms of Reference. NO details of a financial nature whatsoever should be included in this Technical proposal. Failure to comply with this requirement will result in disqualification. 

The Technical Proposal shall have all the necessary details in response to the Terms of Reference and the proposer shall submit the technical proposal in the structure detailed below. 

STRUCTURE OF TECHNICAL PROPOSAL 
The Bidder shall structure the technical part of its proposal as follows: 

Section 1: Bidder’s qualification, capacity and expertise. 
1.1 TECH1: Technical Proposal Submission Form 
1.2 TECH 2 – Company profile 
1.3 Business Registration and Membership Documents: A certified copy of certificate of business registration, certificate of incorporation, business license or similar document, Information on ownership structure , name of directors of the company / owner, Provide copies of IATA accreditation certificate, IATA ID number and copy of guarantee paper proving that the warranty for IATA has been paid and other certificates of professional membership in travel management associations, etc.
1.4 Organization profile– Provide a brief description of the organization submitting the proposal, its legal mandates / authorized to include year of incorporation and a brief description of the bidder’s present activities, the year and country of incorporation, types of activities undertaken and approximate annual budget main office location, location of branches, number of company employees, list of airlines that the agent is selling tickets on behalf of, , etc. Include reference to reputation or any history of litigation and arbitration in which the organization has been involved in that coud adversely affect or impact the performance of services, indicating the status of such litigation / arbitration. 
1.5 Organization Experience – Provide details of previous relevant experience successfully completed in the last 5 years (FORM TECH 3) 

Section 2: Proposed Methodology, Approach and Implementation Plan
2.1 Methodology: Provide a detailed description of the proposed services and processes. In complying with this, it is recommended to present the services offered in accordance with the sequence the Fund has listed as a requirement and what your company would be able to provide.
2.2 Implementation mechanisms and management arrangements: This should contain a brief description of how your taravel agency foresees the flow of transactions involved, the billing / invoices and payment procedures as well as other expected roles and responsibiltities involved. 
2.3 Booking System: Provide information about the quantity and type of booking systems the company operates. Provide information about availability of online booking tool. 
2.4 Resource plan: This should explain the bidder’s resources in terms of personnel and facilities necessary for the performance of this requirement. It should describe the bidder’s current capabilities / facilities and any plan for their expansion. 
2.5 Other concessions offered:- This should consist of value-added products and services that may have not been mentioned / required in the Terms of Reference but the bidder is offering to the Fund and will add value to its services. This is optional but will be given credit if proven to indeed add value to the Fund’s activities. 
2.6 Bidder’s Comments and Suggestions on the Terms of Reference: Present and justify any modifications or improvement to the Terms of Reference you are proposing to improve performance in carrying out the assignment (such as deleting some activity you consider unnecessary, or adding another, or proposing a different phasing of the activities). Such suggestions should be concise and to the point, and incorporated in your Proposal

Section 3: Management Structure and Key personnel 
3.1 Describe overall management approach toward planning and implementing the assignment. Include an organization chart for the management of the project describing the relationship of key positions and designations 
3.2 Competence of existing and proposed personnel:Provide CVs of designated staff members who will be assigned to serve the GCF, showing the experience as required in the TOR (Template provided in FORM TECH 4) . The CV’s should only highlight the travel-related work experiences, travel-related training and skills and educational background.. 
Section 4: 
4.1 References and letters of recommendations: Provide minimum 3 letters of recommendation from clients to whom services were provided within the last 3 years. 
























TECH Forms


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

[Location, Date]

To:	[Name and address of Client]


To whom it may concern:

	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.

	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.

	If negotiations are held during the period of validity of the Proposal, i.e., before the date indicated in Paragraph Reference 2.7 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:  	


Form TECH 2 
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:	_________________________
Form TECH 3
Previous Relevant Experience 	
Please list only previous similar assignments successfully completed in the last 3 years. 

	Project name & Country of Assignment
	Client & Reference Contact Details
	Contract Value
	Period of activity and status
	Types of activities undertaken

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Bidders may also attach their own Project Data Sheets with more details for assignments above.

FORM TECH 4: Format for CV of Proposed Key Personnel
1.	Proposed Position [only one candidate shall be nominated for each position]:  	

2.	Name of Firm [Insert name of firm proposing the staff]:  	

		

3.	Name of Staff [Insert full name]:  	

4.	Date of Birth:  	 Nationality:  	

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

	

6.	Membership of Professional Associations:  	

	

7.	Other Training [Indicate significant training since degrees under 5 - Education were obtained]:  	

	

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

	

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

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

From [Year]:  	 To [Year]:  	
Employer:  	
Positions held:  	
11.	Certification:
I, the undersigned, certify that to the best of my knowledge and belief, this CV correctly describes myself, my qualifications, and my experience.  I understand that any wilful misstatement described herein may lead to my disqualification or dismissal, if engaged.
	 Date:  	
[Signature of staff member or authorized representative of the staff]	Day/Month/Year

[bookmark: _GoBack]Full name of authorized representative:  	
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