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[bookmark: OLE_LINK10]Instructions
This template must be completed in full. Bidders must respond to each section using the space provided and in accordance with the instructions specified.
Any additional information required to support a response (including spreadsheets or schedules) must be provided as attachments and clearly cross-referenced in the relevant section of this document. 

Bidder’s information
	General Information 

	Full legal name
	Insert name

	Trading name (if different)
	Insert name

	ABN/Tax code (if applicable)
	Insert number

	Type of entity (e.g. company, trust, partnership, sole trader, other)
	Insert entity

	Registered business office address
	Insert address

	Key Point of Contact
	Insert name and position

	Email 
	Insert email address

	Phone
	Insert phone number



	Bidder’s Point of Contact

	Contact person (authorised to negotiate and enter into a contract)
	Insert name

	Position
	Insert position

	Phone number
	Insert phone number

	Email address
	Insert email address





Technical proposal
The Technical Proposal must be submitted in the format set out below and in accordance with the RfP. This guidance is provided to assist with structuring responses. Where the RfP specifies requirements or approaches, Bidders must explain how these will be met; statements of compliance alone are insufficient.
SECTION 1: Proposed Methodology, Approach and Implementation Plan
This section should demonstrate the Bidder’s understanding of the Scope of Services and how the proposed approach meets the requirements.
1.1 Describe the proposed approach and methodology, including how services will be structured, managed and delivered, taking into account local conditions and the operating environment. The proposed approach must be clear, high quality, and feasible, and appropriate to delivering the required outputs within the provided timeframe.
Include details of the Bidder’s internal technical and quality assurance review mechanisms relevant to the service.  
1.2 State whether any services will be subcontracted. Where applicable, identify subcontractors, scope and proportion of work, rationale, and coordination arrangements.
1.3 Describe the performance monitoring and evaluation tools and how they will be applied to the assignment.
1.4 Provide a detailed implementation plan, including a Project Schedule or Gantt Chart, showing the sequence of activities, key milestones, and the corresponding timeframes for each task. 
The Bidder is required to describe its workplan to deliver the services. The workplan must demonstrate ability to meet tight deadlines, including the necessary work steps and milestones, and (where applicable) account for dependencies and contributions of other actors (partner contributions).
1.5 Provide any comments or recommendations on the Scope of Services, including proposed enhancements or value-added services, where applicable.
SECTION 2: Bidder’s qualification, capacity and expertise
2.1 Provide a brief description of the organisation, including year and country of incorporation, legal status, and core activities relevant to the RfP.
2.2 Describe the organisational capacity to deliver this assignment, including management structure, financial capacity, project management systems and any proposed subcontracting.
2.3 Describe recent and comparable assignments directly relevant to the RfP, including experience in similar technical areas, delivery contexts and regions (see template 1)
2.4 Outline the quality assurance procedures and risk mitigation measures that the Bidder will apply to ensure effective and successful delivery of the project.
SECTION 3: Management Structure and Key Personnel
0. Describe the project management approach, including an organisational chart or list showing reporting relationships and key roles. A separate spreadsheet detailing roles and level of effort is to be included in the Financial Proposal.
0. Provide CVs for proposed key personnel, demonstrating relevant qualifications, experience and technical expertise aligned with the RfP (see template 3).
Templates are provided on the following pages for use in specified sections only. These templates are indicative and are not exhaustive. Bidders must ensure that all other information required under the RfP is provided in the appropriate sections.
TEMPLATE 1: Experience
	Activity/Service name
	

	Funding Agency
	

	Approximate contract value
	

	Start date
	

	Completion date
	

	Activity/Service Overview and Objectives:
	

	Bidder’s Role and Responsibilities:
	

	Methodology and Key deliverables:
	

	Key Personnel and Roles (core personnel and functions performed)
	



	Activity/Service name
	

	Funding Agency
	

	Approximate contract value
	

	Start date
	

	Completion date
	

	Activity/Service Overview and Objectives:
	

	Bidder’s Role and Responsibilities:
	

	Methodology and Key deliverables:
	

	Key Personnel and Roles (core personnel and functions performed)
	



	Activity/Service name
	

	Funding Agency
	

	Approximate contract value
	

	Start date
	

	Completion date
	

	Activity/Service Overview and Objectives:
	

	Bidder’s Role and Responsibilities:
	

	Methodology and Key deliverables:
	

	Key Personnel and Roles (core personnel and functions performed)
	




TEMPLATE 2: CV Template
CVs must demonstrate how the nominated individual’s qualifications and experience are relevant to the Scope of Services set out in the RfP. Bidders are encouraged to include CVs for any additional personnel proposed in the Annex of the Technical Proposal.
Maximum length: Two (2) pages per individual. CVs are submitted as supporting documentation and will not be included in the page count of the Technical Proposal.
Desired information:
Proposed position (role to be performed under this assignment)
Name of Nominee
Nationality
Areas of Technical Expertise (list key areas relevant to the assignment)
Academic Qualifications (degree, discipline, institution, year)
Professional Affiliationd (if applicable)
Languages and Level of Proficiency (e.g. basic, intermediate, fluent)
Country or Area of Experience
Summary of Relevant Professional Experience (brief overview highlighting experience directly related to the Scope of Services)
Detailed Professional Experience (list most relevant roles first; focus on responsibilities and outputs aligned with the Scope of Services)


Financial Proposal
To be completed using the MS Excel template provided.


References
Please provide details of at least two referees for the Bidder, drawn only from relevant assignments that clearly demonstrate the Bidder’s capacity and capability to deliver the Scope of Services as specified.
Where additional referees are required, please duplicate the template below as necessary.
All referee details are to be completed using the template provided.
	Referee 1

	Name of referee
	[insert name of the referee]

	Name of organisation
	[insert name of their organisation]

	Goods/services provided and Organisation’s role
	[brief description of the goods/services you provided to this referee]

	Approx. value of contract
	[insert estimated value of contract)

	Start & completion date
	[insert the date when you provided the goods/services]

	Address
	[insert street address]

	Phone
	[insert mobile or landline]

	Email
	[insert email address]

	Relationship
	[describe your relationship with this referee – e.g. Contract Manager/ Contract Owner, Key Contact]



	Referee 2

	Name of referee
	[insert name of the referee]

	Name of organisation
	[insert name of their organisation]

	Goods/services provided and Organisation’s role
	[brief description of the goods/services you provided to this referee]

	Approx. value of contract
	[insert estimated value of contract)

	Start & completion date
	[insert the date when you provided the goods/services]

	Address
	[insert street address]

	Phone
	[insert mobile or landline]

	Email
	[insert email address]

	Relationship
	[describe your relationship with this referee – e.g. Contract Manager/ Contract Owner, Key Contact]





Bidder’s Declaration
	Topic
	Declaration
	Bidder’s declaration

	Collection of further information
	The Bidder authorises the Requester to:
obtain information about the Bidder (excluding commercially sensitive pricing information) from relevant third parties, including referees and current or former clients; and
use such information for the purpose of evaluating this Proposal.
The Bidder acknowledges that any information collected will be treated as confidential by the Requester.
	[agree / disagree]

	Pricing
	I/we confirm that all pricing and commercial information submitted in this Proposal is true, accurate, complete and prepared in good faith. I/we acknowledge that the pricing is fixed (unless otherwise stated) and valid for the period specified in the RfP.
	[agree / disagree]

	Requirements
	I/we have read and fully understand the nature and extent of the Requester’s Requirements of the RfP. I/we confirm that the Bidder has the necessary capacity and capability to fully meet or exceed the Requirements and will be available to deliver throughout the relevant Contract period.
	[agree / disagree]

	Ethics
	By submitting this Proposal, the Bidder warrants that it:
has not entered into any improper, unlawful, collusive or anti-competitive arrangements with any competitor;
has not directly or indirectly approached any representative of the Requester (other than the nominated Point of Contact) to influence, lobby or obtain information in relation to the RfP; and
has not sought to improperly influence the RfP process or offered any personal inducement, reward or benefit to any representative of the Requester.
	[agree / disagree]

	Conflict of Interest declaration
	The Bidder warrants that it has no actual, potential or perceived conflict of interest in submitting this Proposal or, if successful, in entering into a Contract to deliver the Requirements.
Should a conflict of interest arise at any stage of the RfP process, the Bidder undertakes to immediately notify the Requester’s Point of Contact in writing.
	[agree / disagree]

	Details of conflict of interest
	If the Bidder considers that an actual, potential or perceived conflict of interest exists, briefly describe the nature of the conflict and the proposed management strategy. Otherwise, state “Not applicable”.



DECLARATION BY THE BIDDER
I/we declare that, in submitting this Proposal and this declaration:
the information provided is true, accurate, complete and not misleading in any material respect;
the Proposal does not contain any material that infringes, or is likely to infringe, the intellectual property rights of any third party;
I/we have obtained all necessary corporate and other authorisations to submit this Proposal, to make the statements contained herein and to provide the information included in the Proposal; and
I/we am/are not aware of any legal, contractual or other impediments that would prevent the Bidder from entering into a Contract to deliver the Requirements.
I/we acknowledge that the provision of false, misleading or incomplete information, or the omission of material information, may result in the Proposal being excluded from further consideration in the RfP process and may constitute grounds for termination of any Contract awarded as a result of this RfP. 
By signing below, the undersigned represents, warrants and confirms that they are duly authorised to make this declaration on behalf of the Bidder.

	Signature
	

	Full name
	

	Title/position
	

	Organisation
	

	Date
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