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	REQUEST FOR PROPOSAL (RFP)


                 
	TO: 
Interested Organizations/Firms 


	Date:  15 February 2012

	
	REFERENCE:  RFP/UNDP/DGU/002/2012
Provision of Data Collection Service  



Dear Sir/Madam,
UNDP Indonesia's mission is to be an agent for change in the human and social development of Indonesia. We aim to be a bridge between Indonesia and all donors as well as a trusted partner to all stakeholders. We work in four key areas of development: Governance Reforms, Pro-Poor Policy Reforms, Conflict Prevention and Recovery, and Environment Management, with the overarching aim of reducing poverty in Indonesia. Besides the four priority areas, UNDP Indonesia is also engaged in a variety of crosscutting initiatives focused on HIV/AIDS, gender equality, and information and technology for development.

1. We hereby solicit your proposal for provision of services for “Provision of Data Collection Service”, as per the enclosed Terms of Reference (TOR – Annex IV). 

2. To enable you to submit a proposal, attached are:
       General information:
· Memo to Bidders			               (Annex I)
· Instructions to Bidders			               (Annex II)
· General Conditions of Contract			 (Annex III)
· Terms of Reference (TOR)	 		 (Annex IV)
· Detail Indicator Information			 (Annex V)

       Forms and Formats:
· RFP Acknowledgement Form			(Attachment I)
· Technical Proposal Format			(Attachment II)
· Price Schedule Format				(Attachment III)
· Vendor’s Registration Form			(Attachment IV)

3. If you request additional information, please send it to address/e-mail below in writing: 
		Contact Person:  		Yusef Saiful Millah.
Address:			UNDP, Menara Thamrin, 8th Floor,  
Jl. M.H. Thamrin Kav 3, Jakarta 10250	
Telephone:		021-314 1308 ext: 416
Fax:			021-314 5251
	        E-Mail:  		yusef.millah@undp.org  and cc: to martin.kurnia@undp.org  
		
If you request additional information, we would endeavour to provide information expeditiously, but any delay in providing such information will not be considered a reason for extending the submission date of your proposal

4. Submission of Offers
Your offer comprising a technical proposal and financial proposal, in separate sealed envelopes, should reach the address below via courier/hand delivery on or before Wednesday, 7th March 2012 [Jakarta Local Time]. Late offers shall be rejected.  Please mark each envelope with the RFP number and project name, and send it to:

Address:		UNDP, Menara Thamrin, 8th Floor 
			Jl. M.H. Thamrin Kav 3
			Jakarta 10250	
Attention:		Procurement Unit		
· marked with –
“RFP/UNDP/DGU/002/2012 - Provision of Data Collection Service”

LATE OFFERS WILL BE REJECTED.

To facilitate the submission of both Technical and Financial proposals, the submission duly stamped and signed can be done electronically in PDF format and sent to bids.id@undp.org. Technical and Financial proposals should be sent as separate PDF files. If the Technical and Financial proposals are sent in the same PDF file, they will be rejected. Proposals sent by fax will not be accepted.
To secure your financial offer please set-up a password, which will be used at a later stage once the evaluation of the technical proposal is complete. The Companies who achieve the minimum score will be requested to provide passwords.
Please be aware that bids or proposals emailed to UNDP will be rejected if they are received after the deadline for bid submission. As an email may take some time to arrive after it is sent, especially if it contains a lot of information, we advise all bidders to send email submissions well before the deadline. Bidders can send as many emails as needed however, the size of each email should be less than 4 MB.

5. Bidder’s Conference 

Bidder’s conference will be held on:
Day/Date 	: Wednesday, 22nd February 2012
Time	: 10.00 hours (Jakarta Local Time)
Place	: Nias Meeting Room, UNDP Office
  	  Menara Thamrin 7th Floor, Jl. MH Thamrin Kav. 3, Jakarta 10250, Indonesia 

      UNDP strongly encourages Bidders to come to the Bid Conference to obtain information and clarify questions. Non-attendance, however, will not disqualify a bidder; the bidder may still submit a proposal. Minutes of the bidder’s conference will be posted at UNDP Indonesia website http://www.undp.or.id/procurement/

6. If you request additional information, we would endeavour to provide information expeditiously, but any delay in providing such information will not be considered a reason for extending the submission date of your proposal. Any queries should be submitted in writing to the contact person noted in point 3 above. 

7. Please note that at any time prior to the deadline for submission of Proposals, UNDP may, for any reason, whether at its own initiative or in response to a clarification requested by a prospective Bidder, modify the Solicitation Documents by amendment, including through provision of supplementary information. 


Sincerely,
For UNDP Indonesia




Martin Stephanus Kurnia
Officer in Charge – Procurement Unit


	
ANNEX I
MEMO TO BIDDERS




Proposals have been rejected at the submission stage or found to be technically noncompliant due to errors in presentation and failure to follow bidding instructions. The Request for Proposals contains detailed instructions for preparation and submission that need to be followed carefully.

Below are some of the more common examples of why proposals are rejected by UNDP. Bidders are urged to read this before submission and to check their proposal conforms to each of these points and the instructions as noted in the bidding documents.

· The proposal is handed in after the deadline for submission, either by hand or electronically. Note that there is a time gap for email submission and emailed proposals sent just before the deadline may arrive after the deadline and be rejected 

· Proposals not submitted to correct physical or electronic address. Note that the address for proposal submission is different to the address for bid questions 

· In a request for proposals, technical and financial information is contained in one envelope

· The  proposal not signed as per the instructions in the RFP

· Not all sufficient documents have been provided 	

· Documents provided are not in English. Documents such as the registration of the organization or financial information about the organization may be submitted in Bahasa Indonesia but it is necessary that there be translations of the documents attached as well	

· Documents provided do not directly address each point of the evaluation criteria.

· Proposal is more like a brochure for the firm without specifically addressing the specific evaluation criteria of the RFP and TOR  	

· Proposals do not offer goods or services which have been specifically requested by UNDP in the Terms of Reference 

· Failure to enclose the signed acknowledgement letter

· The bidder failed to consult the UNDP website five (5) days before the deadline for bid submission and did not see the changes to the RFP/TOR listed there which need to be incorporated in the proposal

· The bidder failed to read the minutes of the bidders conference and to include the relevant points in their  proposal


The above examples illustrate some errors which may be made by bidders. This is a partial list. The bidding documents contain the full list of instructions relevant to each particular bid and should be followed carefully.


	
ANNEX II
INSTRUCTIONS TO BIDDERS
RFP/UNDP/DGU/002/2012
Provision of Data Collection Service  



A. INTRODUCTION

1. General
Purpose of RFP: This document provides information on how to prepare proposals and apply for required services for the “Provision of Data Collection Service”.

2. Cost of proposal
The Bidder shall bear all costs associated with the preparation and submission of the Proposal, UNDP will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the solicitation.

B. SOLICITATION DOCUMENTS
3. Contents of sollicitation documents
Bids must be in lots or for the whole requirement. The Bidder is expected to examine all corresponding instructions, forms, terms and specifications contained in the Solicitation Documents. Failure to comply with these documents will be at the Bidder’s risk and may affect the evaluation of the Proposal.

4. Clarification of solicitation documents
UNDP will respond in writing to any request for clarification of the Solicitation Documents that it receives seven (7) days prior to the deadline for the submission of Proposals. Written copies of the organisation’s response (including an explanation of the query but without identifying the source of inquiry) will be posted on the UNDP Indonesia procurement website www.undp.or.id/procurement.

5. Amendments of solicitation documents
At any time prior to the deadline for submission of Proposals, UNDP may, for any reason, whether at its own initiative or in response to a clarification requested by a prospective Bidder, modify the Solicitation Documents by amendment.
Prospective bidders are therefore advised to regularly check the UNDP Indonesia website www.undp.or.id/procurement for amendments.

All prospective Bidders that have received the Solicitation Documents will be notified in writing of all amendments to the Solicitation Documents.
In order to afford prospective Bidders reasonable time in which to take the amendments into account in preparing their offers, UNDP may, at its discretion, extend the deadline for the submission of Proposals.

C. PREPARATION OF PROPOSALS
6. Language of the proposal
The Proposals prepared by the Bidder and all correspondence and documents relating to the Proposal exchanged by the Bidder and UNDP shall be written in the English language. Any printed literature furnished by the Bidder may be written in another language so long as accompanied by an English translation of its pertinent passages in which case, for purposes of interpretation of the Proposal, the English translation shall govern.
7. Documents comprising the proposal
The Proposal shall comprise the following components:
· RFP Acknowledgement Form (Attachment I)
· Technical Proposal, completed in accordance with Attachment II,
· Price Schedule, completed in accordance with Attachment III; and
· Vendor’s Registration Form (Attachment IV)

8. Technical Proposal Format
The Bidder shall structure the technical part of its Proposal according to the format in Attachment II to this RFP. The Technical Proposal will be evaluated against the criteria detailed in Clause 21 of this Instruction assisted by the following information:
(a) Capacity and Experience of Organization / Firm 
This section should describe the organizational unit(s) that will be responsible for the contract, and the general management approach towards this project. This should fully explain the Bidder’s resources in terms of personnel and other resources necessary for achieving project results. This section should also provide orientation to the organisation/firm including the year and state/country of incorporation and a brief description of the Bidder’s present activities (focusing on services related to the Proposal). The Bidder should describe its experience in similar projects. 
(b) Proposed Approach 
This section should demonstrate the Bidder’s responsiveness to the specification by identifying the specific components proposed, addressing the requirements, as specified, point by point; providing a detailed description of the essential performance characteristics proposed; and demonstrating how the proposed methodology meets or exceeds the specifications.
(c) Personnel  
CVs for key personnel should be attached.

The technical proposal should not contain any pricing information whatsoever on the services offered. Pricing information shall be separated and only contained in the appropriate Price Schedule.
It is mandatory that the Bidder’s Proposal numbering system corresponds with the numbering system used in the body of this RFP. All references to descriptive material and brochures should be included in the appropriate response paragraph, though material/documents themselves may be provided as annexes to the Proposal/response.

Information that the Bidder considers proprietary, if any, should be dearly marked “proprietary” next to the relevant part of the text and it will then be treated as such accordingly.

9. Price Schedule 
The Bidder shall include an appropriate Price Schedule, an example of which is contained in these Solicitation Documents (Attachment III), the prices of services it proposes to supply under the contract.

10. Proposal currencies
All prices shall be quoted in US Dollars or Indonesian Rupiah. The currency should be specified. 

11. Period of validity of proposals
Proposals shall remain valid for one hundred twenty (120) days after the date of Proposal submission prescribed by UNDP, pursuant to the deadline clause. A Proposal valid for a shorter period may be rejected by UNDP on the grounds that it is non-responsive.
In exceptional circumstances, UNDP may solicit the Bidder’s consent to an extension of the period of validity. The request and the responses thereto shall be made in writing. A Bidder granting the request will not be required nor permitted to modify its Proposal.

12. Format and signing of proposals
The Bidder shall prepare 2 (two) copies of the Proposal, clearly marking each “Original Proposal” and “Copy of Proposal” as appropriate. In the event of any discrepancy between them, the original shall govern. The two copies of the Proposal shall be typed or written in indelible ink and shall be signed by the Bidder or a person or persons duly authorized to bind the Bidder to the contract. The latter authorization shall be indicated by a written power-of-attorney accompanying the Proposal. 
A Proposal shall contain no interlineations, erasures, or overwriting except, as necessary to correct errors made by the Bidder, in which case such corrections shall be initialled by the person or persons signing the Proposal.


13. Payment
	Payments will be made directly by UNDP to the selected Firm after acceptance of the invoices submitted by the Firm, based on benchmarks and agreed deliverables in the contract and technical/price proposal submitted by the organization. 

D. SUBMISSION OF PROPOSALS
14. Sealing and marking of proposals
The Bidder shall seal the Proposal in one outer and two inner envelopes, as detailed below.
(a) The outer envelope shall be:
· addressed to –
UNDP, Menara Thamrin, 8th Floor 
	Jl. M.H. Thamrin Kav 3
	Jakarta 10250	
Attention: Martin Stephanus Kurnia (Procurement Unit)		
· marked with –

RFP No. 	: RFP/UNDP/DGU/002/2012
Subject		: “Provision of Data Collection Services”

(b) Both inner envelopes shall indicate the name and address of the proposer, and clearly marked:

· ”Technical Proposal” and shall contain the documents with the information stipulated in paragraph 8 above. The technical proposal shall not contain any pricing information.

· “Financial Proposal” and shall contain the total fixed-price quotation with the information stipulated in paragraph 9 above. 

If the two inner envelopes are not sealed and marked as per the instructions in this clause, UNDP will not assume responsibility for the proposal’s misplacement or premature opening.

15. Deadline for submission of proposals
Proposals must be received by UNDP at the address specified in Para 4 of the cover letter.
 
UNDP may, at its own discretion extend this deadline for the submission of Proposals by amending the solicitation documents, in which case all rights and obligations of UNDP and Bidders previously subject to the deadline will thereafter be subject to the deadline as extended.

16. Late Proposals
Any Proposal received by UNDP after the deadline for submission of proposals, will be rejected.

17. Modification and withdrawal of Proposals
The Bidder may withdraw its Proposal after the Proposal’s submission, provided that written notice of the withdrawal is received by UNDP prior to the deadline prescribed for submission of Proposals.
The Bidder’s withdrawal notice shall be prepared, sealed, marked, and dispatched in accordance with the provisions of clause Deadline for Submission of Proposals. The withdrawal notice may also be sent by fax but followed by a signed confirmation copy.
No Proposal may be modified subsequent to the deadline for submission of proposals.
No Proposal may be withdrawn in the Interval between the deadline for submission of proposals and the expiration of the period of proposal validity specified by the Bidder on the Proposal Submission Form.

E. OPENING AND EVALUATION OF PROPOSALS
18. Opening of proposals
UNDP will open the Proposals in the presence of a Committee formed by the Head of the UNDP Procurement Unit.


19. Clarification of proposals
To assist in the examination, evaluation and comparison of Proposals, UNDP may at its discretion, ask the Bidder for clarification of its Proposal. The request for clarification and the response shall be in writing and no change in price or substance of the Proposal shall be sought, offered or permitted.

20. Preliminary examination
UNDP will examine the Proposals to determine whether they are complete, whether any computational errors have been made, whether the documents have been properly signed, and whether the Proposals are generally in order.
Prior to the detailed evaluation, UNDP will determine the substantial responsiveness of each Proposal to the Request for Proposals (RFP). For purposes of these Clauses, a substantially responsive Proposal is one, which conforms to all the terms and conditions of the RFP without material deviations. UNDP’s determination of a Proposal’s responsiveness is based on the contents of the Proposal itself without recourse to extrinsic evidence.
A Proposal determined as not substantially responsive will be rejected by UNDP and may not   subsequently be made responsive by the Bidder by correction of the non-conformity.

21. Evaluation and comparison of proposals
A two-stage procedure is utilised in evaluating the proposals, with evaluation of the technical proposal being completed prior to any price proposal being opened and compared.  Only proposal which reach a minimum 70 points (70% x 100 technical evaluation score) will be reviewed for price. 
                                                                                                   
Technical Evaluation
The technical proposal is evaluated on the basis of its responsiveness to the Terms of Reference (TOR) as per the evaluation criteria below. The obtainable number of points specified for each evaluation criterion indicates the relative significance or weight of the item in the overall evaluation process. 
Bidders may additionally be requested to provide a presentation to UNDP on the proposed services.  


Technical Evaluation Criteria

	echnical Proposal Evaluation Form
	Max. Points
	Organization/Company

	
	
	A
	B
	C
	D
	E

	1
	Proposed Approach & Implementation Plan
	50
	
	
	
	
	

	
	Detailed approach and implementation plan in data collection that are applying document analysis, in-depth interview, , FGD and media content analysis.    
	
	
	
	
	
	

	2
	Experience of the Organization/Firm
	25
	
	
	
	
	

	
	Organization Capacity; Experience of Organization/Firm with Five years of experience in forest policy, including climate change issues, environment issues, civil society and five (5) years of research experience in governance related issues
	
	
	
	
	
	

	3
	Personnel 
	25
	
	
	
	
	

	
	CV of proposed staff
Minimum Requirement:
Team Leader: The Team Leader must have a master degree (preferably Doctor degree) and at least 10 years experience as development practitioner/researcher and have experience to manage such an extensive and intensive assessment, as reflected in his/her CV, in: forest policy/forest governance/public administration/Indigenous people and civil society organization/ business in forest sector. (15 points)

Team Members: Team members must have minimum 5 years experience in research and report writing, and bachelor degree (preferably master degree) with proven research experience and expertise and have experience in managing data collectors  as reflected in their CVs in: a) forest policy, b) forest governance, c) public administration, d) Indigenous people and civil society organization, e) business in forest sector, f) climate change issues. (5 points)

Data Collectors: Data collectors must have minimum 3 years’ experience in data collection process  and report writing, and bachelor degree with proven research experience and expertise in: a) forest policy, b) forest governance, c) public administration, d) Indigenous people and civil society organization, e) business in forest sector, f) climate change issues. (5 points)

	
	
	
	
	
	

	
	Total (Maximum)
	100
	
	
	
	
	



      
Price Evaluation
Price proposals of technically responsive proposals will be reviewed. Arithmetical errors will be rectified on the following basis: If there is a discrepancy between the unit price and the total price, the unit price shall prevail and the total price shall be corrected.  If the Bidder does not accept the correction of errors, its Proposal will be rejected. If there is a discrepancy between words and figures the amount in words will prevail.
The price schedule will be scored on the basis of overall costs for the delivery of the services. The lowest price proposal will be awarded points in accordance with the following formula: Fs = 100 x Fl/Fc, in which Fs is the financial score, Fl is the lowest price, and Fc is the price of the proposal under consideration. 

F. AWARD OF CONTRACT
22. Award criteria, award of contract
UNDP reserves the right to accept or reject any Proposal, and to annul the solicitation process and reject all Proposals at any time prior to award of contract, without thereby incurring any liability to the affected Bidder or any obligation to inform the affected Bidder or Bidders of the grounds for UNDP’s action. 
UNDP reserves the right to enter into negotiation with respect to one or more proposals prior to the award of a contract, split an award/awards and to consider localized award/awards between any Bidders in any combination, as it may deem appropriate without prior written acceptance of the Bidders. 
Prior to expiration of the period of proposal validity, UNDP will award the contract to the qualified Bidder whose Proposal after being evaluated achieved the highest combined score of technical and price as per below:

The weights given to the technical and financial proposals are: T= 0.7, F=0.3
The highest score will be calculated by formula: HS = Ts x 0.7 + Fs x 0.3  
  
(HS= Highest Score, Ts= Technical Score, Fs = Financial Score)

23. UNDP’s right to vary requirements at time of award
UNDP reserves the right at the time of award of contract to vary the quantity of services and goods specified in the RFP without any change in unit prices or other terms and conditions up to 25% of proposed cost.



24. Signing of the contract
Within 7 days of receipt of the contract the successful Bidder shall sign and date the contract and return it to UNDP.

25. Advance Payment:
  In case if the successful Bidder requests an advance payment of more than USD 30,000, the successful Bidder will be requested to provide a Bank Guarantee for an advance payment as per attached Annex V (Advance Security Form).


26. Pre-financing of Activities:
In the absence of a bank guarantee, the successful Bidder may be requested to pre-finance activities for the period until UNDP confirms acceptance of agreed services and pays as per contract.

27. Audits and investigations: 
Each invoice paid by UNDP shall be subject to a post-payment audit by auditors, whether internal or external, of UNDP or the authorized agents of the UNDP at any time during the term of the Contract and for a period of three (3) years following the expiration or prior termination of the Contract.  The UNDP shall be entitled to a refund from the Contractor for any amounts shown by such audits to have been paid by the UNDP other than in accordance with the terms and conditions of the Contract. Should the audit determine that any funds paid by UNDP have not been used as per contract clauses; the company shall reimburse such funds forthwith. Where the company fails to reimburse such funds, UNDP reserves the right to seek recovery and/or to take any other action as it deems necessary.
The Contractor acknowledges and agrees that, at anytime, UNDP may conduct investigations relating to any aspect of the Contract, the obligations performed under the Contract, and the operations of the Contractor generally.  The right of UNDP to conduct an investigation and the Contractor’s obligation to comply with such an investigation shall not lapse upon expiration or prior termination of the Contract.  The Contractor shall provide its full and timely cooperation with any such inspections, post-payment audits or investigations.  Such cooperation shall include, but shall not be limited to, the Contractor’s obligation to make available its personnel and any documentation for such purposes and to grant to UNDP access to the Contractor’s premises.  The Contractor shall require its agents, including, but not limited to, the Contractor’s attorneys, accountants or other advisers, to reasonably cooperate with any inspections, post-payment audits or investigations carried out by UNDP hereunder.

28. Anti-terrorism: 
The Contractor agrees to undertake all reasonable efforts to ensure that none of the UNDP funds received under this Contract are used to provide support to individuals or entities associated with terrorism and that the recipients of any amounts provided by UNDP hereunder do not appear on the list maintained by the Security Council Committee established pursuant to resolution 1267 (1999). The list can be accessed via http://www.un.org/Docs/sc/committees/ 1267/ 1267ListEng.htm. This provision must be included in all sub-contracts or sub-agreements entered into under this Contract. 

29. Security: 
The responsibility for the safety and security of the Contractor and its personnel and property, and of UNDP’s property in the Contractor’s custody, rests with the Contractor. 
The Contractor shall:
a) put in place an appropriate security plan and maintain the security plan, taking into account the security situation in the country where the services are being provided;
b) assume all risks and liabilities related to the Contractor’s security, and the full implementation of the security plan.
c) UNDP reserves the right to verify whether such a plan is in place, and to suggest modifications to the plan when necessary. Failure to maintain and implement an appropriate security plan as required hereunder shall be deemed a breach of this contract. Notwithstanding the foregoing, the Contractor shall remain solely responsible for the security of its personnel and for UNDP’s property in its custody as set forth in paragraph a) above. 
	




	
ANNEX III
GENERAL CONDITIONS OF CONTRACT






1. LEGAL STATUS

The Contractor shall be considered as having the legal status of an independent contractor vis-à-vis UNDP. The Contractor's personnel and sub-contractors shall not be considered in any respect as being the employees or agents of UNDP or the United Nations. 

2. SOURCE OF INSTRUCTIONS

The Contractor shall neither seek nor accept instructions from any authority external to UNDP in connection with the performance of its services under this Contract. The Contractor shall refrain from any action which may adversely affect UNDP or the United Nations and shall fulfil its commitments with the fullest regard to the interests of UNDP. 

3. CONTRACTOR'S RESPONSIBILITY FOR EMPLOYEES

The Contractor shall be responsible for the professional and technical competence of its employees and will select, for work under this Contract, reliable individuals who will perform effectively in the implementation of this Contract, respect the local customs, and conform to a high standard of moral and ethical conduct. 

4. ASSIGNMENT

The Contractor shall not assign, transfer, pledge or make other disposition of this Contract or any part thereof, or any of the Contractor's rights, claims or obligations under this Contract except with the prior written consent of UNDP. 

5. SUB-CONTRACTING

In the event the Contractor requires the services of sub-contractors, the Contractor shall obtain the prior written approval and clearance of UNDP for all sub-contractors. The approval of UNDP of a sub-contractor shall not relieve the Contractor of any of its obligations under this Contract. The terms of any sub-contract shall be subject to and conform with the provisions of this Contract.

6. OFFICIALS NOT TO BENEFIT

The Contractor warrants that no official of UNDP or the United Nations has received or will be offered by the Contractor any direct or indirect benefit arising from this Contract or the award thereof. The Contractor agrees that breach of this provision is a breach of an essential term of this Contract. 

7. INDEMNIFICATION

The Contractor shall indemnify, hold and save harmless, and defend, at its own expense, UNDP, its officials, agents, servants and employees from and against all suits, claims, demands, and liability of any nature or kind, including their costs and expenses, arising out of acts or omissions of the Contractor, or the Contractor's employees, officers, agents or sub-contractors, in the performance of this Contract. This provision shall extend, inter alia, to claims and liability in the nature of workmen's compensation, products liability and liability arising out of the use of patented inventions or devices, copyrighted material or other intellectual property by the Contractor, its employees, officers, agents, servants or sub-contractors. The obligations under this Article do not lapse upon termination of this Contract. 

8. INSURANCE AND LIABILITIES TO THIRD PARTIES 

8.1 The Contractor shall provide and thereafter maintain insurance against all risks in respect of its property and any equipment used for the execution of this Contract. 
8.2 The Contractor shall provide and thereafter maintain all appropriate workmen's compensation insurance, or its equivalent, with respect to its employees to cover claims for personal injury or death in connection with this Contract. 
8.3 The Contractor shall also provide and thereafter maintain liability insurance in an adequate amount to cover third party claims for death or bodily injury, or loss of or damage to property, arising from or in connection with the provision of services under this Contract or the operation of any vehicles, boats, airplanes or other equipment owned or leased by the Contractor or its agents, servants, employees or sub-contractors performing work or services in connection with this Contract. 
8.4 Except for the workmen's compensation insurance, the insurance policies under this Article shall: 

(i) Name UNDP as additional insured; 

(ii) Include a waiver of subrogation of the Contractor's rights to the insurance carrier against UNDP; 

(iii) Provide that UNDP shall receive thirty (30) days written notice from the insurers prior to any cancellation or change of coverage. 

8.5 The Contractor shall, upon request, provide UNDP with satisfactory evidence of the insurance required under this Article. 

9.   ENCUMBRANCES/LIENS

The Contractor shall not cause or permit any lien, attachment or other encumbrance by any person to be placed on file or to remain on file in any public office or on file with UNDP against any monies due or to become due for any work done or materials furnished under this Contract, or by reason of any other claim or demand against the Contractor. 

10.  TITLE TO EQUIPMENT

Title to any equipment and supplies that may be furnished by UNDP shall rest with UNDP and any such equipment shall be returned to UNDP at the conclusion of this Contract or when no longer needed by the Contractor. Such equipment, when returned to UNDP, shall be in the same condition as when delivered to the Contractor, subject to normal wear and tear. The Contractor shall be liable to compensate UNDP for equipment determined to be damaged or degraded beyond normal wear and tear. 

11. COPYRIGHT, PATENTS AND OTHER PROPRIETARY RIGHTS

UNDP shall be entitled to all intellectual property and other proprietary rights including but not limited to patents, copyrights, and trademarks, with regard to products, or documents and other materials which bear a direct relation to or are produced or prepared or collected in consequence of or in the course of the execution of this Contract. At the UNDP's request, the Contractor shall take all necessary steps, execute all necessary documents and generally assist in securing such proprietary rights and transferring them to UNDP in compliance with the requirements of the applicable law. 

12.  USE OF NAME, EMBLEM OR OFFICIAL SEAL OF UNDP OR THE UNITED NATIONS

The Contractor shall not advertise or otherwise make public the fact that it is a Contractor with UNDP, nor shall the Contractor, in any manner whatsoever use the name, emblem or official seal of UNDP or the United Nations, or any abbreviation of the name of UNDP or the United Nations in connection with its business or otherwise.

13.  CONFIDENTIAL NATURE OF DOCUMENTS AND INFORMATION

13.1 All maps, drawings, photographs, mosaics, plans, reports, recommendations, estimates, documents and all other data compiled by or received by the Contractor under this Contract shall be the property of UNDP, shall be treated as confidential and shall be delivered only to UNDP authorized officials on completion of work under this Contract.

13.2 The Contractor may not communicate at any time to any other person, Government or authority external to UNDP, any information known to it by reason of its association with UNDP which has not been made public except with the authorization of UNDP; nor shall the Contractor at any time use such information to private advantage. These obligations do not lapse upon termination of this Contract. 

14. FORCE MAJEURE; OTHER CHANGES IN CONDITIONS 

14.1 Force majeure, as used in this Article, means acts of God, war (whether declared or not), invasion, revolution, insurrection, or other acts of a similar nature or force which are beyond the control of the Parties. 
14.2 In the event of and as soon as possible after the occurrence of any cause constituting force majeure, the Contractor shall give notice and full particulars in writing to UNDP, of such occurrence or change if the Contractor is thereby rendered unable, wholly or in part, to perform its obligations and meet its responsibilities under this Contract. The Contractor shall also notify UNDP of any other changes in conditions or the occurrence of any event which interferes or threatens to interfere with its performance of this Contract. The notice shall include steps proposed by the Contractor to be taken including any reasonable alternative means for performance that is not prevented by force majeure. On receipt of the notice required under this Article, UNDP shall take such action as, in its sole discretion, it considers to be appropriate or necessary in the circumstances, including the granting to the Contractor of a reasonable extension of time in which to perform its obligations under this Contract. 
14.3 If the Contractor is rendered permanently unable, wholly, or in part, by reason of force majeure to perform its obligations and meet its responsibilities under this Contract, UNDP shall have the right to suspend or terminate this Contract on the same terms and conditions as are provided for in Article 15, "Termination", except that the period of notice shall be seven (7) days instead of thirty (30) days. 

15. TERMINATION 

15.1 Either party may terminate this Contract for cause, in whole or in part, upon thirty days notice, in writing, to the other party. The initiation of arbitral proceedings in accordance with Article 16 "Settlement of Disputes" below shall not be deemed a termination of this Contract. 
15.2 UNDP reserves the right to terminate without cause this Contract at any time upon 15 days prior written notice to the Contractor, in which case UNDP shall reimburse the Contractor for all reasonable costs incurred by the Contractor prior to receipt of the notice of termination. 
15.3 In the event of any termination by UNDP under this Article, no payment shall be due from UNDP to the Contractor except for work and services satisfactorily performed in conformity with the express terms of this Contract. The Contractor shall take immediate steps to terminate the work and services in a prompt and orderly manner and to minimize losses and further expenditures. 
15.4 Should the Contractor be adjudged bankrupt, or be liquidated or become insolvent, or should the Contractor make an assignment for the benefit of its creditors, or should a Receiver be appointed on account of the insolvency of the Contractor, UNDP may, without prejudice to any other right or remedy it may have, terminate this Contract forthwith. The Contractor shall immediately inform UNDP of the occurrence of any of the above events. 

16. SETTLEMENT OF DISPUTES 

16.1. Amicable Settlement 

The Parties shall use their best efforts to settle amicably any dispute, controversy or claim arising out of, or relating to this Contract or the breach, termination or invalidity thereof. Where the parties wish to seek such an amicable settlement through conciliation, the conciliation shall take place in accordance with the UNCITRAL Conciliation Rules then obtaining, or according to such other procedure as may be agreed between the parties. 

16.2. Arbitration 
Unless, any such dispute, controversy or claim between the Parties arising out of or relating to this Contract or the breach, termination or invalidity thereof is settled amicably under the preceding paragraph of this Article within sixty (60) days after receipt by one Party of the other Party's request for such amicable settlement, such dispute, controversy or claim shall be referred by either Party to arbitration in accordance with the UNCITRAL Arbitration Rules then obtaining, including its provisions on applicable law. The arbitral tribunal shall have no authority to award punitive damages. The Parties shall be bound by any arbitration award rendered as a result of such arbitration as the final adjudication of any such controversy, claim or dispute.

17. PRIVILEGES AND IMMUNITIES 

Nothing in or relating to this Contract shall be deemed a waiver, express or implied, of any of the privileges and immunities of the United Nations, including its subsidiary organs. 

18. TAX EXEMPTION 

18.1 Section 7 of the Convention on the Privileges and Immunities of the United Nations provides, inter-alia, that the United Nations, including its subsidiary organs, is exempt from all direct taxes, except charges for public utility services, and is exempt from customs duties and charges of a similar nature in respect of articles imported or exported for its official use. In the event any governmental authority refuses to recognize the United Nations exemption from such taxes, duties or charges, the Contractor shall immediately consult with UNDP to determine a mutually acceptable procedure. 
18.2 Accordingly, the Contractor authorizes UNDP to deduct from the Contractor's invoice any amount representing such taxes, duties or charges, unless the Contractor has consulted with UNDP before the payment thereof and UNDP has, in each instance, specifically authorized the Contractor to pay such taxes, duties or charges under protest. In that event, the Contractor shall provide UNDP with written evidence that payment of such taxes, duties or charges has been made and appropriately authorized. 

19 CHILD LABOUR

19.1 The Contractor represents and warrants that neither it, nor any of its suppliers is engaged in any practice inconsistent with the rights set forth in the Convention on the Rights of the Child, including Article 32 thereof, which, inter alia, requires that a child shall be protected from performing any work that is likely to be hazardous or to interfere with the child's education, or to be harmful to the child's health or physical mental, spiritual, moral or social development. 
19.2 Any breach of this representation and warranty shall entitle UNDP to terminate this Contract immediately upon notice to the Contractor, at no cost to UNDP. 

20 MINES

20.1  The Contractor represents and warrants that neither it nor any of its suppliers is actively and directly engaged in patent activities, development, assembly, production, trade or manufacture of mines or in such activities in respect of components primarily utilized in the manufacture of Mines. The term "Mines" means those devices defined in Article 2, Paragraphs 1, 4 and 5 of Protocol II annexed to the Convention on Prohibitions and Restrictions on the Use of Certain Conventional Weapons Which May Be Deemed to Be Excessively Injurious or to Have Indiscriminate Effects of 1980. 

20.2 Any breach of this representation and warranty shall entitle UNDP to terminate this Contract immediately upon notice to the Contractor, without any liability for termination charges or any other liability of any kind of UNDP. 

21. OBSERVANCE OF THE LAW

The Contractor shall comply with all laws, ordinances, rules, and regulations bearing upon the performance of its obligations under the terms of this Contract. 

22. AUTHORITY TO MODIFY


No modification or change in this Contract, no waiver of any of its provisions or any additional contractual relationship of any kind with the Contractor shall be valid and enforceable against UNDP unless provided by an amendment to this Contract signed by the authorized official of UNDP.
	
ANNEX IV
TERMS OF REFERENCE
RFP/UNDP/DGU/002/2012
  Provision of Data Collection Services  


[bookmark: _Toc121645502]

1. INTRODUCTION

Indonesia has committed to reducing its greenhouse gas (GHG) emissions up to 26% unilaterally and it may reach up 41 % with international support. This requires protection of forest and peat lands, reforms to agriculture and fisheries regulations and reduction in industrial and urban emissions. At the same time, alternative and environmentally sustainable livelihood opportunities must be secured. For forest and peatland sector, several important steps have been taken to achieve the targeted emission reduction such as in terms of institutional arrangement, the Government of Indonesia established a Presidential Task Force to prepare the implementation of REDD+ through Presidential Decree in 2010 and renewed it in 2011, headed by Dr. Kuntoro Mangkusubroto, Head of the President’s Delivery Unit for Development Monitoring and Oversight (UKP4) which has responsibilities for establishing REDD+ infrastructure in Indonesia.

In terms of policy formulation, the government of Indonesia released Presidential Instruction No. 10/2011 on the postponement of issuance of new licenses and improving governance of primary natural forest and peatland. The Presidential Instruction has effectively imposed a 2-year moratorium on new forest concession licenses.  The moratorium on new concessions in forest areas is an important step towards meeting Indonesia’s voluntary commitment to reduce emissions. Another effort is on September 20, 2011, the Indonesian President issued Presidential Regulation No. 61/ 2011 on the National Action Plan for Green House Gas Reduction, which stipulates the targets for reducing emissions in five main fields, namely, forestry and peat land, agriculture, energy and transportation, industry and waste management, and other supporting activities. The action plan involves various elements, including ministries/non-ministerial agencies, regional governments, communities and private enterprises

Beside the importance of setting up institutional arrangement and technical issues such as tree planting, forest conservation or the establishment of measurement, reporting and verification (MRV) system, governance aspect is critical for REDD+ to work, because it is not only happening on the ground, but also it is important to guarantee basic human rights and access to forest for livelihoods. Therefore, it is imperative that governance be fully taken into account in any REDD+ scheme as there is a positive correlation between good forest governance and emission reduction through REDD+. In other words, if we can improve the governance aspects of forest and peatland management, REDD+ implementation in Indonesia can be achieved.

As agreed at Conference of the Party (COP) UNFCCC 16 in Cancun, it is important for Government to promote and develop a transparent and effective national forest governance structure, taking into account national legislation and sovereignty. In the latest COP 17 in Durban, Parties also have responsibility to include in their National Communication to the UNFCCC on how parties address and respect social and environmental safeguards in mitigating climate change. It implies Government needs a baseline to see preparedness level on governance aspects and action plan to address governance issues related to REDD+ implementation. 

In addition to international agreement, intensive consultative meetings with various multi stakeholders both in national and sub national levels conducted by BAPPENAS with the support from UN-REDD Programme Indonesia, it has been identified five underlying causes of deforestation and forest degradation, and these causes are very much related to governance issues: lack of supervision/control and monitoring capacities of government and the public; lack of effectiveness of forest and peatland management; lack of genuine public involvement, particularly of indigenous community and forest dependent people; weak law enforcement systems in forest management; and lack of spatial and forestry planning

The UNDP Programme of Support to Participatory Governance Assessment (PGA) for REDD+ implementation Indonesia intends to (1) provide baseline information about the governance level of Indonesia’s preparedness in implementing REDD+, (2) formulate a policy recommendation on governance issues requiring attention during the REDD+ readiness and implementation phase in Indonesia and necessary approaches to guarantee the human rights of indigenous and other forest-dependent communities for the REDD+ readiness and implementation phase in Indonesia, (4) develop REDD+ governance roadmap and collaborative programme (5) establish the REDD+ PGA tool as monitoring and evaluation instrument for REDD+ in Indonesia   

The project will be implemented by UNDP Indonesia in close collaboration with Ministry of Forestry, the Presidential Working Unit for for Supervision and Management of Development (UKP4), and the National Planning and Development Agency (BAPPENAS), Adat Organization like AMAN and other key stakeholders in the targeted PGA provinces.  At this stage, UNDP along with the PGA expert panel consisting of several prominent Indonesian experts in forest policy and governance, public administration, anti-corruption, indigenous people and civil society participation who represent various stakeholders e.g. government, academician, and civil society have developed PGA pillars, issues and indicators of REDD+ governance as well as data collection instruments. 

However, this draft of PGA REDD+ indicators and data collection instruments still needs to be improved through the assessment process and results. As the first model of the REDD+ governance indicator shall assess REDD+ governance performance in 10 targeted provinces, that are Aceh, Riau, Jambi, South Sumatra, West Kalimantan, East Kalimantan, Central Kalimantan, Central Sulawesi, Papua and West Papua. In each province, there will be two selected districts based on the following criteria (1) the rate of ecological vulnerability particularly the condition of conservation and protected forest, (2) the rate of economic vulnerability particularly the condition of production forest and (3) the rate of social vulnerability particularly the number of villages/population living in and surrounding forestry areas where data can be found in Dept. Forestry Services in respective province.    

This Terms of Reference is for the provision of services for “the PGA for REDD+ Implementation data collection.”   


2. OBJECTIVES

The REDD+ governance indicators will allow stakeholders to carry out their own assessments of REDD+ governance and to give them a framework for comparing experiences and sharing lessons learned from one province/place to another. The purposes of conducting the participatory governance assessment for REDD+ implementation in Indonesia include the following:

· To provide baseline information about the governance level of Indonesia’s preparedness in implementing REDD+
· To formulate a policy recommendation on governance issues requiring attention during the REDD+ readiness and implementation phase in Indonesia and necessary approaches to guarantee the human rights of indigenous and other forest-dependent communities for the REDD+ implementation phase in Indonesia, 
· To develop REDD+ governance roadmap to define and describe the best ways to strengthen forest and REDD+ governance structure and practices.
· To provide the REDD+ PGA tool as monitoring and evaluation instrument for REDD+ in Indonesia including consensus among parties on REDD+ governance Indicators, aspects of measurement, setting targets as well as establishment of a mechanism for following up and monitoring of the agreed indicators.


3. SCOPE OF WORK

The PGA is aimed to assess REDD+ governance issues at national level and 10 provinces with two districts of respective province as follows: 

	National Level 
	Province Level 
	District Level 

	1. Ministry of Forestry 
2. Ministry of Home Affair
3. Ministry of Public Works
4. Ministry of Environment 
5. BAPPENAS
6. National Coordination Agency on Spatial (BKRTN) 
7. National Land Agency
8. National Parliament 
9. REDD+ Taskforce/Working Group 
10. National NGOS 
11. National Indigenous Organization 
12. Academicians 
13. Journalist/media  
	1. Aceh
2. Riau
3. Jambi
4. South Sumatra
5. West Kalimantan
6. East Kalimantan
7. Central Kalimantan
8. Central Sulawesi
9. Papua
10. West Papua

Note: the targeted respondents are similar as national level with a few exception, depending on the suggested data collection instruments, respective province and districts 
	1. Two districts in Aceh province
2. Two districts in Riau province
3. Two districts in Jambi province
4. Two districts in South Sumatra province
5. Two districts in West Kalimantan province
6. Two districts in East Kalimantan province
7. Two districts in Central Kalimantan province
8. Two districts in Central Sulawesi province
9. Two districts in Papua province
10. Two districts in West Papua province
Note: the targeted respondents are similar as national & province level with a few exception, depending on the suggested data collection instruments, and respective districts




The data collection should be taken from the targeted institutions in Jakarta for national level and each of the provinces and districts that they are applying:
· Document analysis 
· In-depth interviews
·  Focus Group Discussions (FGDs) 
· Media review

Document Review-Document review will be conducted as an early stage in the data collection phase. The review will include documents/secondary sources on laws and regulations, key actors’ capacity and the current forest management performances related to forest and spatial planning, regulating of rights, forest and peatland organization structure, forest and peatland management, forest controlling and enforcement and REDD+ infrastructure.  Therefore, the assessment team will review relevant documents such as national and local policies, regulations, related documents issued by national and local governments in wide terms including legislator and law enforcement institutions, NGOs, Adat/community organizations.    

In-depth Interview-A semi-structured interview is needed to obtain information from identified key resource persons.  In the context of this assessment, in-depth interviews are conducted to verify and deepen the information obtained from the document review .  In-depth interview will be conducted by researchers, representing the above mentioned stakeholders. In the in-depth interview structured questions are also provided to capture the national and sub national stakeholders’ opinions concerned with sustainable forest management and REDD+ related to good governance issues reflected in the PGA indicators. 

Media Review-The media review will be done by examining raw data from and collecting news taken from national and local newspapers, as required by the indicators and data collection instruments

Focused Group Discussion (FGD)- by inviting several respondents from two districts in respective province.  The FGD will comprise 7 to 10 participants from identified local stakeholders, in which the gender balance will also be taken into consideration. The FGDs will be conducted using participatory methods, facilitated by a Field Researcher. To ensure appropriate accommodation of women’s free opinion, an FGD specifically targeting women’s group may be employed, especially when in a mixed FGD with men, women look rather passive. FGDs are not intended to seek the consensus of the participants on certain issues, but it is to obtain deeper and varied confirmations on issues found in the document reviews. The results of FGDs are information obtained on the experience, observation, opinion, attitude and expectation of the local stakeholders related to sustainable forest management and REDD+ governance issues


3.   EXPECTED OUTPUTS

The consulting firm is expected to provide data collection services to the Participatory Governance Assessment (PGA) for REDD+ Implementation in Indonesia. In general, the selected organizations/firms will be responsible for:
· Hiring and managing required personnel to conduct the data collection. 
· Conducting training for data collectors to familiarize data collection instruments and an inception meeting with key stakeholders both at national and sub national level including in each of targeted province and two districts of each province. In this training, the selected organization/firm will work closely with the UNDP expert panel as they will be involved as resource persons.
· Managing data collection activities under the supervision of UNDP.
· Designing the program to reach as many inputs as possible within the given time, budget and geographic constraints.
· Collecting and consolidating quantitative and qualitative information related to the data collection.
· Conducting document analysis, in-depth interviews by also applying structured interview, a Focus Group Discussions (FGDs) in each respective province by inviting several respondents from two districts and media review at national and sub national level depending on each indicators and data collection instruments. 
· Submitting (1) a final report summarizing data collection activities, data collection report against each indicator and verifiers for respective indicator and (2) technical aspects, expenses and overall evaluation of the research (including number or participants in the FGDs, in-depth interview, relevant documents, most frequently asked questions, difficulties experienced, and recommendation for future activities).

The matrix illustrates the indicators to be included in the data collection activities including the detailed indicators information attached. Therefore, the selected organizations/firms are expected to deliver the following outputs:

· Raw materials of data collection taken from document analysis, in-depth interviews with applying structure interview, a Focus Group Discussions (FGDs) and media review at national and sub national level, are provided.
· Preliminary progress report on data collection process after one month of data collection activities conducted against each PGA REDD+ indicators are developed and submitted in time.  
· In the end of contract, complete financial and narrative report of the activity, as well as preliminary consolidated data against the respective indicator.
· The data collection is expected to commence in the April of 2012 or immediately after the signing of the contract in March 2012. 

Reporting and Monitoring-For administrative and operational matters, the selected organization/firm will report to the Project Manager of the Participatory Governance Assessment for REDD+ implementation in Indonesia. 

For substantive matters and to ensure overall cohesiveness of the data collection process, the selected organization/firm will also need to communicate regularly with the Project Manager of Participatory Governance Assessment for REDD+ implementation in Indonesia. The work plan, activity and financial reports describing the detail of the services rendered and financial costs as per submitted proposal should be submitted by the selected organization/firm on a monthly basis. 

The selected organization/firm will also facilitate monitoring visits done by PGA expert panel (preferably held together by team leaders or team members) to observe the data collection process, learn preliminary findings and provide suggestions on the data collection process to make it better.      

The final report submitted will be 120-page format maximum consisting of overall findings, findings against each indicator (including verifiers for each indicators), findings against national and sub national level (province and two districts), excluding the necessary annexes (supporting documents e.g. raw materials, invoices, etc.), tied and clearly printed. 

All activities of the selected organization/firm will subject to UNDP and independent audit in line with UNDP standard procedures. UNDP monitoring of organization/firm’s implementation of activities will utilize the following tools:

· Inception meeting with the selected organization/firm to discuss and agree on data collection instruments and process, payment processes, reporting schedules and formats, monitoring, etc.
· Submission by the selected organization/firm of a Progress Narrative and Financial Report, to be endorsed by UNDP. 
· Regular reviews/meetings to discuss selected organization/firm’s implementation progress and evaluate achievement of deliverables based on initial work plan and budget.
· Field visits by UNDP, UNDP-PGA Project Management Unit (PMU), expert panel, as well as by donors, government and other officials.


4. QUALIFICATION

The Participatory Governance Assessment (PGA) for REDD+ Implementation invites organizations/firms having specialization in Forest Governance/policy with the following required characteristics:

1. Experience: The organization must have minimum requirement as follow:
a) Five (5) years of experience in forest policy including climate change related issues, public administration, Indigenous people and civil society organization, forest business sector.
b) Five (5) years of research experience in governance related to issues. 

2. Expertise: The organization must have human resources with minimum qualification as follow:

a) The Team Leader: Team Leader must have a master degree (preferably Doctor degree) and at least 10 years experience as development practitioner/researcher, in: forest policy/forest governance/public administration/Indigenous people and civil society organization/business in forest sector/climate change issues.

b) Team Members: Team members must have minimum 5 years experience in research and report writing, and bachelor degree (preferably master degree) with proven research experience and expertise in: forest policy/ forest governance/public administration/Indigenous people and civil society organization/business in forest sector/climate change issues. 

c) Data Collectors: Data collectors must have minimum 3 years’ experience in research and report writing, and bachelor degree with proven research experience and expertise in: forest policy/forest governance/ public administration/Indigenous people and civil society organization,/business in forest sector/Climate Change Issues. 

3. Network: The organization must have network to local researchers or partners in targeted provinces

4. Capabilities to perform data collection activities. The organization must demonstrate capabilities to perform data collection activities from document analysis, in-depth interviews by applying structure interviews, a Focus Group Discussions (FGDs) and media review at national level and each province with two districts in respective provinces in limited time. 


5. TIME FRAME

The time frame of the work is 3 months (April 2012-June 2012) with the following target schedule:
 


	
	
	     
	2012

	Scope of work
	Deliverable
	April
	May
	June
	
	

	
	
	I
	II
	III
	IV
	I
	II
	III
	IV
	I I
	II
	III
	IV
	
	
	

	Training for data collector
and inception meetings
	Data collections instruments familiarized, stakeholders informed & rules of games agreed 
	x
	x
	
	
	
	
	
	
	
	
	
	
	
	
	

	Data collection 
	Preliminary report 
	
	x
	x
	x
	x
	x
	x
	x
	
	
	
	
	
	
	

	Focused group discussions 
	Report on 11 FGDs (each of targeted provinces by inviting several respondents from districts/national level 
	  
	
	 
	
	 
	 
	x 
	 x
	x 
	
	 
	 
	
	
	

	Progress Meeting 
	Preliminary report improved 
	
	
	
	
	x
	
	
	 
	x 
	
	x
	
	
	
	

	Submitting Draft Final Report 
	Draft final report submitted 
	
	
	
	
	
	
	
	
	
	x
	
	
	
	
	

	Draft final Report Meeting
	Draft final report improved 
	
	 
	
	
	
	
	
	
	
	
	x
	
	
	
	

	Final report 
	1 final report
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x 
	
	
	



 
6. PAYMENT SCHEDULE

The 3 months (April 2012- June 2012) service will have the following payment schedule:

	Deliverables
	Milestones/ Documentation
	Target Delivery Date
	Payment Schedule (USD)

	Deliverable 1: 
	UNDP approval of Inception report document consist of information on training for data collectors and consultative meeting with key stakeholders in national and province level prior to data collection process

	 month 1after signing the contract
	10%

	Deliverable 2:
	UNDP approval of preliminary report 
The preliminary report consist of (1) data collection activities information, data collection report against each indicator and verifiers for respective indicator and (2) technical aspects, expenses and overall evaluation of the research (including number or participants in the FGDs, in-depth interview, relevant documents, most frequently asked questions, difficulties experienced, and recommendation for future activities).

	month 2 after signing the contract
	40%

	Deliverable 3:
	UNDP approval of  final report. 
The final report submitted will be 120-page format maximum consisting of overall findings, findings against each indicator (including verifiers for each indicators), findings against national and sub national level (province and two districts), excluding the necessary annexes (supporting documents e.g. raw materials, invoices, etc.), tied and clearly printed. 
	month 3 after signing the contract
	50%





7. UNDP VISIBILITY

Upon confirmation by UNDP, The UNDP logo shall be displayed in banners and backdrops of events and activities organized by the consulting firm. The logo shall also be displayed on data collection report. 
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ATTACHMENT II
TECHNICAL PROPOSAL FORMAT
RFP/UNDP/DGU/002/2012
  Provision of Data Collection Services



Note: Technical Proposals not submitted in this format may be rejected. Price Schedule should be included in separate envelope. 

	Name of Proposing Organization / Firm:
	

	Country of Registration: 
	

	Name of Contact Person for this Proposal:
	

	Address:
	

	Phone / Fax:
	

	Email:
	



Section 1: Proposed Approach and Implementation Plan 

	1.1. Approach 

	Detail approach to the Assignment in analyzing the data as well as preparing workshop curriculum: Please elaborate the tasks required as states in the TOR and the methodology for how the organization / firm will achieve the Terms of Reference of the project. 



	1.2. Implementation Plan 

	Kindly provide detailed implementation plan in analyzing the data as well as preparing workshop curriculum 


Section 2: Experience of Organization / Firm	

	Organization Capacity 

	Brief Description of Bidder: Provide a brief description of the organization / firm submitting the proposal, including type of the bidder related to its legal basis, the year and country of incorporation, types of activities undertaken, and approximate annual budget. Include a description of your present and ongoing contracts that have a direct relationship to this requirement. Include relevant collaborative efforts your organization may have participated in. 
The legal document (Notarial Deed) and the latest Audited Financial Statement or Balance Sheet certified by Public Accountant and should be enclosed. 

The bidder shall provide details of recent corporate experience similar to those required for the present project. The information shall include a description of the exact role of the bidder in those projects and the names of the senior people responsible for the projects. The name and contact details of the client for those projects shall also be provided.  


	Name of project
	Client
	Contract Value
	Period of activity
	Types of activities undertaken
	Reference Contact Details (Name, Phone, Email)

	Etc.
	
	
	
	
	

	Etc.
	
	
	
	
	





Section 3: Personnel

Please include CVs for key personnel (managerial and supervisor staff) that will be provided to support the implementation of this project. CVs should demonstrate qualifications in areas relevant to the Scope of Services. 

In addition a spreadsheet will be included to show the activities of each staff member and the time allocated for his/her involvement. This spreadsheet is crucial and no substitution of personnel will be tolerated once the contract has been awarded without written approval of the UNDP.
Please use the format below, with each CV no more than two pages in length. 

	Name:
	

	Position for this Assignment:
	

	Nationality: 
	

	Contact information:
	

	Language Skills:
	

	Educational and other Qualifications:
	

	Summary of Experience:
Highlight experience in the region and on similar projects as well as knowledge of Global Fund. 


	Relevant Experience (From most recent):

	Period: From – To
	Name of activity/ funding organisation:
	Job Title and Activities undertaken: 

	e.g. June 2004-January 2005
	Local Government Development Programme, World Bank
	Facilitator: Study on Illegal Import of Goods Containing Ozone Depleting Substances in Indonesia

	Etc. 
	
	

	References:

	(Name/Title/Organization/Contact Information – Phone; Email)

	Declaration:

I confirm my intention to serve in the stated position and present availability to serve for the term of the proposed contract.

_______________________________
Signature
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ATTACHMENT III
PRICE SCHEDULE
RFP/UNDP/DGU/002/2012
  Provision of Data Collection Service



1. The Price Schedule must provide a detailed cost breakdown for each item and submit it along with the project budget sheet. 

2. The components comprising the total price must provide sufficient detail to allow UNDP to determine compliance of offer with specifications as per Scope of Work and Technical Specifications of this RFP. 

3. All prices/rates quoted must be exclusive of all taxes, since the United Nations, including its subsidiary organs, is exempt from taxes as detailed in Clause 18 of the UNDP General Conditions for Contract. 

4. The format shown on the following page shall be used as a model in preparing the Price Schedule. The format includes specific expenditures, which may or may not be required or applicable but are indicated to serve as examples.

5. In case of discrepancy between unit price and total price, the unit price shall prevail.

6. Price Schedules not submitted in this format may be rejected.

	Description of Activity/Item
	Person
	
Month
	Unit Type
	Unit Cost (IDR/USD – Please choose one)

	Total (IDR/USD – Please choose one)

	1
	Personnel
	
	
	
	
	

	
	· Team Leader
	
	
	Man month
	
	

	
	· Team Member
	
	
	Man month
	
	

	
	· Data collector 
	
	
	
	
	

	2
	Other expenses
	
	
	
	
	

	
	· Local Transportation
	
	
	Lump sum
	
	

	
	· Communication
	
	
	Lump sum
	
	

	
	· Office Supplies
	
	
	Lump sum
	
	

	
	· Reporting
	
	
	Lump sum
	
	

	
	· Others (please specify)
	
	
	Lump sum
	
	

	3
	Miscellaneous (please specify in another spread sheet if any)
	
	
	
	
	

	
	
	
	
	
	
	

	
	Subtotal 
	
	
	
	
	

	
	Overhead (Maximum 10%)
	
	
	
	
	

	
	TOTAL
	
	
	
	
	



Note:

This spreadsheet should be accompanied by a short text that explains the figures supplied and that adds any relevant information that has been used to make the calculations.



Duly authorized to sign the Bid for and on behalf of ____________________________ (company name)



________________________
Signature/Stamp of Entity/Date


	Name of representative: 

	

	Address:

	

	

	

	Telephone/Fax:

	





































ATTACHMENT IV
VENDOR’S REGISTRATION FORM
RFP/UNDP/DGU/002/2012
Provision of Data Collection Service

	SECTION 1 (For Internal Use only)                                 UN INFORMATION

	Requesting Person:
	Date: 

	Atlas Vendor No: 

	First Name / Last Name/Extension 

	UN Index No:     

	[bookmark: Check17]VENDOR TYPE:|_|  Staff       |_| SSA      |_| Service Contract       |_| Meeting Participant       |_| NGO       |X| Supplier       |_| Other

	VENDOR APPROVER SIGNATURE:  ___________________________________________        DATE: _______________



Complete either Section 2 or Section 3 (not both)
	SECTION 2                                             PERSON INFORMATION (FOR INDIVIDUALS ONLY)

	Last Name                                                                                                                First Name 	                                                                                     Middle Name 
     	                                                                                                                                                                                      

	Nationality
     
	Sex:     Male |_|    Female |_|

	Address
     

	City, 	State/Province/County 	Postal Code (ZIP) 	Country
     	     	     	     

	E-mail Address 

	Telephone Number

	Fax Number




	SECTION 3                                         SUPPLIER INFORMATION (FOR COMPANIES ONLY)

	Company Name:    

	Parent Company Name (if applicable)                                                                                                                                                                                                
	Web Site URL: (if applicable)
     

	 Street Address        


	City                                                           State/Province/County              Postal Code

	 Country


	Contact Person (MAIN ADDRESS)
	Telephone
	Fax 
	E-mail Address 


	Name: 
Title: 


	
	
	



	SECTION 4                                 BENEFICIARY BANKING INFORMATION 

	Bank Name                                                                                    


	Bank ID:

	For US banks only use whether:  (9 digits)

ACH  |_|                            |_|  Fed wire  
	SWIFT code  8 or 11 characters (required for overboard payments)
     

	Branch ID: (for Canadian Banks only) 9 digits routing no. 

	Branch Name: 


	Street Address: 


	City                                                                      State/Province                                               Postal Code   	Country


	SECTION 5                                  BENEFICIARY BANK ACCOUNT DETAILS

	Account Name: (name as it appears on bank account)

	Bank Account Currency 
[bookmark: Check25]|_|   US$                           |_|     Other (PLEASE INDICATE)  

	Bank Account No. :         (ENTER WITH NO PUNCTUATION,NO DOTS, DASHES OR SPACES)

	[bookmark: Check27]Account Type:               |_| Checking                              |_| Savings

	IBAN (European Banks)


	Transit  Code ( 5 digit ) Canadian Banks
	Sort Code (6 digits ) UK  Banks
	BSB code (6 digit) Australia Banks

	Bank Information for Intermediary/Correspondent Bank ( if applicable)

	Name of Bank :                                                                                                              
	Address of Bank :                                                  

	Bank Account No                                                                                                           
(of beneficiary bank with intermediary bank)                                                                 
	SWIFT Code:       
	FED  WIRE  NO. ( US BANKS ONLY)

	
I, _______________________, in my capacity as ________________________________, hereby authorize the agency to direct 

payments for goods and services to the above account.                                                                 Signature:  ___________________________________________________                                                                                                                                                                                                                                                                                                                                                                                              
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