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[bookmark: _Toc239074923]Documents and Checklist to be submitted by the bidder

	Tender Name:
	

	Iulaan Number:
	

	Bidder Name:
	



	#
	Documents to be submitted
	Check
	Page No.

	
	Checklist (Annex 1)
	
	

	
	Proposal submission form (Annex 2) - (signed by the owner of the entity or person with power of attorney to sign)
	
	

	
	Timeline/Work Schedule (Annex 3) showing in the form of a bar chart the timing proposed for each activity
	
	

	
	Curriculum Vitae (CV) of the identified key Experts (Team Leader and Team members) (Annex 4)
	
	

	
	Copy of academic certificates and/or reference letters of the Team leader and Team Members demonstrating experiences listed in the TOR
	
	

	
	Letter of Commitment (signed by the Team Leader Team Members) (Annex 5)
	
	

	
	Documentation of conflict or non-conflict of interest (Annex 6)
	
	

	
	Quotation 
	
	

	
	Company/Partnership/Corporative Society/Sole Proprietorship Registration Copy (ID copy if an individual)
	
	

	
	Cooperative Profile Sheet issued by the Ministry of Economic Development Profile taken from website: www.business.egov.mv (if applicable)
	
	

	
	Profile / Portfolio (should include but not limited to background, Team, Previous experience details and photos)
	
	

	
	SME Registration Copy (If applicable)
	
	

	
	GST Registration Copy (If Applicable)
	
	

	
	Power of Attorney (if other than Managing Director / Owner is signing)
	
	

	
	Experience Letter(s) – (Bidders)
	
	

	
	Video Files (minimum 03)
	
	




Note:
· Cooperative profile sheet and conflict of interest document may be obtained during the evaluation process if not submitted with the bid.
· In case of price conflict in Proposal submission form, Annex 2 and the Quotation, the correct price shall be deemed to be the price in the Proposal submission form, Annex 2.





[bookmark: _Toc239074924]Annex 2

Proposal Submission Form

	Tender Name:
	

	Iulaan Number:
	

	Bidder Name:
	



	Proposed Price

	Description
	Qty
	Rate
	Amount

	Concept Development and Creative Direction
	
	
	

	Pre-Production
	
	
	

	Production/Filming
	
	
	

	Post-Production
	
	
	

	Adaption and Promotional Content
	
	
	

	

	Sub Total
	

	GST (8%)
	

	Total Amount
	

	Total Amount (in words):
	

	Duration (in days):
	



· After due consideration of the information given for the provision of the above-mentioned works/services and the provisions of the Agreement, I / We hereby tender for the provision of these works or services at the above-mentioned price.
· I / We agree to accept and comply with this tender for 90 days from the date of submission. If the owner requests to sign the agreement within this period, I agree to sign the agreement and work in accordance with the agreement.

	On Behalf of the Bidder:

	Sign:
	
	Official
Stamp

	Name:
	
	

	Designation:
	
	

	Date:
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Annex 3

Timeline / Work Schedule

	Tender Name:
	

	Iulaan Number:
	

	Bidder Name:
	



	Deliverables
	Week 1
	Week 2
	Week 3
	Week 4
	……
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Curriculum Vitae

	1
	Name of Specialist:
	

	2
	Education:
	[Indicate college/university and other specialized education of staff member, giving names of institutions, degrees obtained, and dates of obtainment]

	3
	Membership of professional associations
	

	4
	Other Training 
	

	5
	Countries of work experience
	[List countries where the Specialist has worked in the last ten years]

	6
	Languages
	[For each language indicate proficiency: good, fair, or poor in speaking, reading, and writing]

	7
	Experience/ employment record
	[Starting with present position, list in reverse order every employment held the Specialist since graduation, giving for each employment (see format here below): dates of employment, name of employing organization, positions held.]

From [Month/Year] – To [Month/Year]:
Employer:    	
Positions held:
Job description:


	8
	Summary of projects / assignments undertaken / role
	Name of project/ assignment:
Experience classification: General / specific
Scope of project/ assignment:
From [Month/Year] – To [Month/Year]:
Positions held:

	9
	Past commitments in projects with the Ministry of Tourism and Civil Aviation 
	Name of the Contract/Project: 
From [Month/Year] – To [Month/Year]:
Positions held:
Summary of role



Note: CV Should be submitted along with supporting documents for all team members (at least 3 members including Project Lead)
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Letter of Commitment

(Project Lead/Team member)


[ Location, Date] 

To: [Name and address of Client] 

Ref no: _______________________ 

Dear Sir/Madam, 

I am writing to confirm my availability to provide services as the Project Lead/Specialist/Team Member to work assignment for “Music Video Production for VMY 2027 Theme Song”- for the Ministry of Tourism and Civil Aviation. 

I undertake, if this proposal is accepted, to complete and deliver the whole of the services assigned to me in the scope of services. 

I undertake, if this proposal is accepted upon receipt of the Ministry of Tourism and Civil Aviation’s notice, to commence performance of the services with due expedition and without delay. 

Yours sincerely, 
Name: 
Designation: 
ID card No: 
Address of Company: 
Date: 
Signatory:








Note: CV should be submitted along with the supporting documents and separate commitment letter for team leader and each team member
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Annex 6

Disclaimer for Conflict of Interest

	Tender Name:
	

	Iulaan Number:
	

	Bidder Name:
	



I/We, the undersigned as the bidder, submitting the tender in respect of call for captioned tender, confirm:
· that should I/We have any “close relative” or “close associate” working at Ministry of Tourism and Civil Aviation, I/We will disclose that information with this form. In this instance “close relative” and “close associate” represents the meaning stated in Section 19 of Regulation Number: 2023/R-158 (Public Finance Regulation);
· that I/We will disclose any conflict of interest in connection to the contract with this form. A conflict of interest may arise in particular as a result of economic interests, political or national affinities, or any other relevant connection or shared interest;
· that I/We will inform the at Ministry of Tourism and Civil Aviation, without delay, of any situation constituting a conflict of interest or could give rise to a conflict of interest;
· that I/We have not made, and will not make, any offer of any type whatsoever from which an advantage can be derived under the contract;
· that I/We have not granted, sought, attempted to obtain or accepted and will not grant, seek, attempt to obtain, or accept any advantage, financial or in kind, to or from any party whatsoever, constituting an illegal or corrupt practice, either directly or indirectly, as an incentive or reward relating to the award of the contract;
· that I/We understand that the at Ministry of Tourism and Civil Aviation reserves the right to verify this information and that I am/We are aware of the consequences which may derive from any false declaration in respect of the information required by the awarding body as a condition of participation in the contract procedure.

	
	YES, I/We have “close relative” or “close associate” please find the Details below.

	
	Name of the Staff(s):
	

	
	NID Card Number:
	

	
	Relationship to Staff:
	



	
	NO, I/We do not have “close relative” or “close associate”



	On Behalf of the Bidder:

	Sign:
	
	Official
Stamp

	Name:
	
	

	Designation:
	
	

	Date:
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