     
     


ANNEX A - FORMS

FORM 1 – Document Checklist

	
	PROPOSAL DOCUMENTS

	
	Proposal Submission Form (Form 2)

	
	Copy of Business Registration Certificate (Valid)

	
	Company Profile

	
	Copy of GST Registration – if applicable

	
	Copy of Pension Registration – if applicable

	
	Approach, Methodology and Work Plan – (Form 3)

	
	A summary of the work plan must be presented in the format in Work Schedule (Tech Form 4) showing in the form of a bar chart the timing proposed for each activity.

	
	Curriculum Vitae (CV) of the Team (Form 5)

	
	Accredited academic certificates of the Team

	
	Required experiences listed in this TOR

	
	Signed letter of commitment – (Form 6)




[bookmark: _Toc66690344]FORM 2 – Proposal Submission Form

[Location, Date]
To: [Name and address of Client]

Dear Madam/Sir:
I, the undersigned, offer to provide the consultancy service for “CONSULTANCY FIRM TO ESTABLISH SHAAMILU VESHI AT SELECTED SCHOOLS” in accordance with your Request for Proposal dated [xxx. I hereby submit our Proposal, which includes all required documents as per Request for Proposal.
I hereby declare that all the information and statements made in this Proposal are true and accept that any misinterpretation contained in it may lead to our disqualification.
If negotiations are held during the period of validity of the Proposal, I undertake to negotiate on the basis of the proposed staff. Our Proposal is binding upon ourself and subject to the modifications resulting from Contract negotiations.
We undertake, if our Proposal is accepted, to initiate the services and fulfil the terms and conditions related this contract.
We understand you are not bound to accept any Proposal you receive. 
Yours sincerely,

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

FORM 3 – Approach, Methodology and Work Plan

[Technical approach, methodology and work plan are key components of this Proposal. the consultant is suggested to submit Proposal with the following areas clearly described:
a) Methodology for each activity,
b) Work Plan

a) Technical Approach and Methodology
[In this chapter the consultant should explain your understanding of the objectives of the assignment, approach to the services, methodology for carrying out the activities and obtaining the expected output, and the degree of detail of such output. You should highlight the problems being addressed and their importance, and explain the technical approach you would adopt to address them. You should also explain the methodologies you propose to adopt and highlight the compatibility of those methodologies with the proposed approach.]

b) Work Plan
[In this chapter the consultant should highlight the main activities and sub-activities of the assignment, their content and duration, phasing and interrelations, milestones (including interim approvals by the Client), and delivery dates of the reports. The proposed work plan should be consistent with the technical approach and methodology, showing understanding of the TOR and ability to translate them into a feasible working plan.]
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	Description
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1. Name of Consultant:	
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 consultant 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 consultant 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:
8. Summary of projects/assignments undertaken/ role
Name of project/ assignment:
Experience classification: General / specific
Scope of project/ assignment:
Role/ Position undertaken:
Period of Consultation:
9. Past commitments in projects with the Ministry of Education
Name of the Contract/Project: 
From [Month/Year] – To [Month/Year]
Positions held
Summary of role:
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FORM 6 – Letter of Commitment   (Team Members)

[Location, Date]
To: [Name and address of Client]

Re:      , 
Ref no: _______________________

Dear Sir/Madam,
I am writing to confirm my availability to provide services as a ______________ to the consultancy firm to establish Shaamilu Veshi at selected Schools.

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 Education’s notice, to commence performance of the services with due expedition and without delay. 


Yours sincerely,
Name: 
Passport /ID card No: 
Date: 
Signatory:  





	



