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Request for Proposal (RFP)
Date: 30 June, 2008
Dear Sir/Madam,

Subject: RFP for Development of a Brochure and Training Materials, and Delivery of a Two-
Day Training for NGOs and Public Officials on the Topic Stimulating Public Participation for
Integrating Global Environmental Issues into Strategies and Plans for Regional Development
and Spatial Planning in Bulgaria

1. You are invited to submit a proposal for the development of a brochure, training materials and

delivery of a two-day training as per enclosed Terms of Reference (ToR).

2. To enable you to submit a proposal, attached are:

i. Instructions to Offerors ......c..ooiiiiiiniiiiiiiiii e (Annex 1)

ii. General Conditions of Contract.........ocvvrviioviiiiiiiiiiiiine.. (Annex II)
iii. Termsof Reference (TOR)......vvvrevniiriiiiiiiecnrinia s (Annex II)
iv.. Conicept for the BEGChULE. .« swisasasarmmmuss o ssamomn v U (Annex IV)

v. Concept for the training ........ocoovviieiiii e (Annex V)
vi. Proposal Submission Form ... (Annex VI)

vii. Price Schedule .. ..ccovviiiiiinieninriieiri i e (Annex VII)
viii. Template for the Assignment Proposal ..........oovvniiinns {Annex VIII)
iXx. Listof Abbreviations .......cvvveioeeiviiiiiriniiieiis e (Annex 1X).

3. Your offer comprising of technical proposal and financial proposal, in separate sealed
envelopes, should reach the following address no later than 31 July, 2008, 16:00 hrs.
Rio Conventions Project
United Nations Development Programme
25 Khan Krum Str., Sofia 1040, Bulgaria
Attention: Mrs. Kalina Kirkova, POG
e-mail: kalina.kirkova@undp.org

4. If you request additional information, we would endeavor 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.

5. You are requested to acknowledge receipt of this letter and to indicate whether or not you intend
to submit a proposal.

Yours sincerely,

Henry elen

UNDP Resident Representative
June, 2008

July 2007
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Annex |

Instructions to Offerors

Introduction

. General

This Request for Proposal (RFP) is part of the gmtojintegrating Global Environmental
Issues into Bulgaria’s Regional Development Procesgshort title - RIO Conventions
Projec), which aims at promoting a proactive integrationgtifbal environmental issues into
the very process of regional and local developnreBulgaria. Background information on the
project is included in Annex Il — Terms of Refecen

. Cost of Proposal

The Offeror shall bear all costs associated withgheparation and submission of the Proposal.
The UNDP will in no case be responsible or lialdethose costs, regardless of the conduct or
outcome of the solicitation.

Solicitation Documents

Contents of Solicitation Documents

Proposals must offer services for the total regquoé@et. Proposals offering only part of the
requirement will be rejected. The Offeror is exgelcto examine all corresponding instructions,
forms, terms and specifications contained in théclation Documents. Failure to comply with

these documents will be at the Offeror’s risk ara/raffect the evaluation of the Proposal.

4. Clarification of Solicitation Documents

A prospective Offeror requiring any clarificatiom the Solicitation Documents may notify the
procuring UNDP entity in writing at the organisati® mailing address or fax number or email
address indicated in the ToR.

5. Amendments of Solicitation Documents

At any time prior to the deadline for submissiorPebposals, the procuring UNDP entity may,
for any reason, whether at its own initiative orr@sponse to a clarification requested by a
prospective Offeror, modify the Solicitation Documt® by amendment.

All prospective Offerors that have received theicakion Documents will be notified in
writing, via email, of all amendments to the Seéiton Documents.

In order to afford prospective Offerors reasonabtee in which to take the amendments into
account in preparing their offers, the procuring Mentity may, at its discretion, extend the
deadline for the submission of Proposals.

C. Preparation of Proposals



6. Language of the Proposal and RFP
The Proposals prepared by the Offeror and all sporedence and documents relating to the
Proposal exchanged by the Offeror and UNDP shalltiigen in English language. Any printed
literature furnished by the Offeror may be writieranother language so long as accompanied

by an English translation of its pertinent passageshich case, for purposes of interpretation
of the Proposal, the English translation shall gove

7. Documents Comprising the Proposal
The Proposal shall comprise the following composient
(a) Proposal Submission Fornas per Annex VI;

(b) The Proposal itselt the Offeror shall structure the operational &chnical part of its
Proposal as described in Annex VIl (Template fosigsment Proposals);

(c) Price ScheduléAnnex VII) completed in accordance with clausesnd 4.

8. Proposal Prices

The Offeror shall indicate on an appropriate P8chedule, an example of which is contained
in these Solicitation Documents, the prices of e/t proposes to supply under the contract.

9. Proposal Currencies
All prices shall be quoted in Bulgarian Leva, extihg VAT?.
10. Period of Validity of Proposals

Proposals shall remain valid for sixty (60) daytelathe date of Proposal submission prescribed
by the procuring UNDP entity, pursuant to the deedtlause. A Proposal valid for a shorter
period may be rejected by the procuring UNDP emtitythe grounds that it is non-responsive.

In exceptional circumstances, the procuring UND#temay solicit the Offeror’'s consent to an
extension of the period of validity. The request dhe responses thereto shall be made in
writing. An Offeror granting the request will noe lrequired nor permitted to modify its
Proposal.

11. Format and Signing of Proposals
The Offeror shall preparevo paper copiesof the Proposal, clearly marking each “Original

Proposal” and “Copy of Proposal’ as appropriatetHa event of any discrepancy between
them, the original shall govern.

! In case a consortium of organizations appliesPttoposal Submission Form and the Price Schedelsigmed only
by the leading organization, which assumes respiitysifor the overall implementation of the conttas per
submitted work plan and budget.
2 BCHUKH IUTAIAHAS 33 CTOKH H YCIYTH 1O HACTOSIIHS IPOEKT ca 0cBOOOAeHH 0T muiamasne Ha JJIC chraacko wi. 173
(1) ot 3AAC, HombmuuteaHus mpoTokoi kbM Criopazymenueto Mexay Penyonuka brarapus u [TPOOH (o6HapoasaH
B IB #180t1 20051.) 1 wr. 1070t Hapenbata 3a npunarane Ha 3/1C.
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The two copies of the Proposal shall be typed attewr in indelible ink and shall be signed by
the Offeror or a person or persons duly authorieduind the Offeror to the contract.

In addition,one electronic copy(on a CD or diskette)of the proposal should be attached to the
“Original Proposal’, clearly marked as “Electro@opy”. The electronic copy should contain
only two separate files — the Price Schedule and the @tidgtnoposal containing all annexes

and forms clearly entitled as such. In the event of angmipancy between the electronic and
paper copies, the paper original shall govern.

12. Payment

UNDP shall effect payments to the Contractor upahievement of the corresponding
milestones and approval by UNDP, as stated in ten$ of Reference.

D. Submission of Proposals

13. Sealing and Marking of Proposals

The Offeror shall seahe Proposal in one outer and two inner envelopesdetailed below.

(a) The outer envelope shall be:
e addressed to:

UNDP

Sofia 1040, Bulgaria

25 “Han Krum” Str.

Attention: Mrs. Kalina Kirkova, POG

e marked with:
"RFP for the Development of a Brochure and TrainingMaterials and Delivery of a Two-Day

Training for NGOs and Public Officials on the Topic Stimulating Public Participation for
Integrating Global Environmental Issues into Stragees and Plans for Regional Development

and Spatial Planning in Bulgaria”
(b) Both inner envelopes shall indicate the name amttead of the Offeror. The first inner
envelope shall contain the information specifiedClause 2 Proposal template above,

with the copies duly marked “Original’, “Copy” antElectronic”. The second inner
envelope shall include tHerice scheduleduly identified as such, also in two copies marked

“Original” and “Copy”.

Note. If the inner envelopes are not sealed andkethias per the instructions in thitause,
UNDP entity will not assume responsibility for tReoposal’s misplacement or premature

opening.
14. Deadline for Submission of Proposals

Proposals must be received by the procuring UNDORyeat the address specified under Clause
Sealing and Marking of Proposai® later than 31 July, 2008, 16:00 hrs.

The procuring UNDP entity may, at its own discretextend this deadline for the submission
of Proposals by amending the solicitation documentscordance with Claugemendments of
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Solicitation Documentsn which case all rights and obligations of thequring UNDP entity
and Offerors previously subject to the deadlinel thkreafter be subject to the deadline as
extended.

15. Late Proposals

Any Proposal received by UNDP entity after the dieadfor submission of proposals, pursuant
to clauseDeadline for the Submission of Proposaidl be rejected.

16. Modification and Withdrawal of Proposals

The Offeror may withdraw it®roposal after the Proposal’'s submission, provithed written
notice of the withdrawal is received by the proogriUNDP entity prior to the deadline
prescribed for submission of Proposals.

The Offeror's withdrawal notice shall be prepareskaled, marked, and dispatched in
accordance with the provisions of clause DeadlmeStibmission of Proposals. The withdrawal
notice may also be sent by telex or fax but folldvbay a signed confirmation copy.

No Proposal may be modified subsequent to the oheaftlr submission of proposals.

No Proposal may be withdrawn in the Interval betw#e deadline for submission of proposals
and the expiration of the period of proposal v&idipecified by the Offeror on the Proposal
Submission Form.

E. Opening and Evaluation of Proposals

17. Opening of Proposals

The procuring entity will open the proposals in gresence of a Committee formed by the
procuring UNDP entity.

18. Clarification of Proposals

To assist in the examination, evaluation and comparof Proposals, UNDP may at its
discretion, ask the Offeror for clarification o$ iProposal. The request for clarification and the
response shall be in writing and no change in porcgubstance of the Proposal shall be sought,
offered or permitted.

19. Preliminary Examination

The Committee will examine the Proposals to deteemihether they are complete, whether
any computational errors have been made, whetleeddlcuments have been properly signed,
and whether the Proposals are generally in order.

Arithmetical errors will be rectified on the follomg basis: If there is a discrepancy between
the unit price and the total price that is obtaibgdmnultiplying the unit price and quantity, the
unit price shall prevail and the total price shml corrected. If the Offeror does not accept the
correction of errors, its Proposal will be rejectdflthere is a discrepancy between words and
figures the amount in words will prevail.



Prior to the detailed evaluation, the Committed dattermine the substantial responsiveness of
each proposal to the Request for Proposal (RFP).

A Proposal determined as not substantially respensill be rejected by the Purchaser and may
not subsequently be made responsive by the Offsraorrection of the non-conformity.

20. Evaluation and Comparison of Proposals

Cumulative evaluation of the Technical Part of Breposal and the Price Schedule will be applied,
whereby cost will determine 30% of the final scarel quality (responsiveness to the TOR) will
determine the other 70% of the final score. Thievahg formula will be used:

b= {"&[H.E} + ;—{ﬂ.?}

Where

C = Evaluated bid price

Ciow= The lowest of all evaluated bid prices amongoasjve bids
T = The total technical score awarded to tlie bi

Thigh = The Technical Score achieved be the bid thatssased highest among all responsive bids

B = final score obtained by the evaluated proposal

Technical Evaluation Criteria

Summary of Technical Proposabcore Points Company / Other Entity
Evaluation Forms Weight Obtainable | A B C D E
1. | Expertise of Firm

Organisation submitting

Proposal 30% 30
5 Proposed methodology and
* | Work Plan 35% 35
3. | Personnel 35% 35

Total 100

Any Technical Part of the Proposal evaluated bef®apoints will automatically be rejected and
will not be evaluated further. Unopened price scteedvill be returned to the Offeror.

Evaluation forms for technical proposals follow e next two pages. The obtainable number of
points specified for each evaluation criterion aades the relative significance or weight of tlesnit
in the overall evaluation process. The TechnicapBsal Evaluation Forms are:

Form1: Expertise of Firm / Organisation Submitting Proposa

Form2: Proposed Work Plan and Approach

Form3: Personnel.



Note: The score weights and points obtainable endtaluation sheet are tentative and should
be changed depending on the need or major attrébotéechnical proposal.

Technical Proposal Evaluation Maximum | Company / Other Entity
Form 1 Points A B C D E
obtainable

Expertise of Company / Organisation Submitting Bsab

1.1 | Reputation of Organisation in developmght
and delivery of training courses for NGOs
and public officials (Competence |/
Reliability)
1.2 | Institutional, technical and HR capadity0
which is likely to affect and support
implementation of the activities

1.3 | Past experience in implementing both 15
national and international projects focusing
on legal and institutional aspects:

- integrated resource management

- public participation

- urban development & spatial

planning
- public administration and NGO
training
- capacity building
Total for Form 1: 30
Technical Proposal Evaluation Maximum | Company / Other Entity
Form 2 Points A |B |C D |E
Obtainable

Proposed Methodology and Work Plan

2.1 | Does the proposed methodology meet|th@
specifications of the assignment?
2.2 | Have the important aspects of {H©O
assignment been addressed in sufficient
detail in the proposed work plan and are the
presented roles and division of work-load
between the proposed team members,
realistic and promise efficient
implementation to the project?
2.3 | Has the Offeror demonstrated a clear visi@éb
about how a mutually beneficial (both to the
authorities and the civil society) public
participation in the update of RD and SP
planning documents in Bulgaria can [be
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achieved and sustained over time? |

Total for Form 2: 35 \
Technical Proposal Evaluation Maximum | Company / Organization
Form 3 Points A |B C D |E
Obtainable
Personnel
3.1 | General qualification of involved 5

3.2| Are the scope of the work anpd5
responsibilities of the involved personnel|of
well defined?
3.3 | Do the scope of the work, responsibilitielb
and specific qualifications of the involved
personnel correspond to the assignment
ToR?
Total for Form 3: 35

F. Award of Contract
21. Award Criteria, Award of Contract

The UNDP entity reserves the right to accept aratepany Proposal, and to annul the solicitation
process and reject all Proposals at any time poiaward of contract, without thereby incurring
any liability to the affected Offeror or any obligen to inform the affected Offeror or Offerors
of the grounds for the Purchaser’s action.

UNDP will award the contract to the qualified Offerwhose Proposal after being evaluated is
considered to be the most responsive to the nddtie organisation and activity concerned.

22. Signing of the Contract

Within 5 days of receipt of the contract the sust@sOfferor shall sign and date the contract
and return it to the Purchaser.



Annex |l
General Conditions of Contract

. LEGAL STATUS

The Contractor shall be considered as having & ktatus of an independent contractor vis-a-
vis UNDP. The Contractor's personnel and sub-eatdrs shall not be considered in any
respect as being the employees or agents of UNDieddnited Nations.

. SOURCE OF INSTRUCTIONS

The Contractor shall neither seek nor accept iostms from any authority external to UNDP
in connection with the performance of its servicesler this Contract. The Contractor shall
refrain from any action which may adversely affetdDP or the United Nations and shall fulfil

its commitments with the fullest regard to the iatts of UNDP.

. CONTRACTOR'S RESPONSIBILITY FOR EMPLOYEES

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

. ASSIGNMENT

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

. SUB-CONTRACTING

In the event the Contractor requires the servidesib-contractors, the Contractor shall obtain
the prior written approval and clearance of UNDP &l sub-contractors. The approval of
UNDP of a sub-contractor shall not relieve the Cactbr of any of its obligations under this
Contract. The terms of any sub-contract shalluigest to and conform to the provisions of this
Contract.

. OFFICIALS NOT TO BENEFIT

The Contractor warrants that no official of UNDPtbe United Nations has received or will be

offered by the Contractor any direct or indirechéi@ arising from this Contract or the award

thereof. The Contractor agrees that breach ofpfusision is a breach of an essential term of
this Contract.

. INDEMNIFICATION

The Contractor shall indemnify, hold and save hassil and defend, at its own expense, UNDP,
its officials, agents, servants and employees feom against all suits, claims, demands, and
liability of any nature or kind, including their st and expenses, arising out of acts or
omissions of the Contractor, or the Contractor'plegees, officers, agents or sub-contractors,
in the performance of this Contract. This prowsishall extend, inter alia, to claims and
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liability in the nature of workmen's compensatipmducts liability and liability arising out of
the use of patented inventions or devices, copigdimaterial or other intellectual property by
the Contractor, its employees, officers, agentsyasgs or sub-contractors. The obligations
under this Article do not lapse upon terminatiorito$ Contract.

8. INSURANCE AND LIABILITIES TO THIRD PARTIES

8.1The Contractor shall provide and thereafter mamntasurance against all risks in respect of its
property and any equipment used for the executidhi® Contract.

8.2The Contractor shall provide and thereafter mamgdi appropriate workmen's compensation
insurance, or its equivalent, with respect to itgp®yees to cover claims for personal injury or
death in connection with this Contract.

8.3The Contractor shall also provide and thereaftemtam liability insurance in an adequate
amount to cover third party claims for death orilyomjury, or loss of or damage to property,
arising from or in connection with the provisionsgrvices under this Contract or the operation
of any vehicles, boats, airplanes or other equigrogmed or leased by the Contractor or its
agents, servants, employees or sub-contractorerpeniy work or services in connection with
this Contract.

8.4Except for the workmen's compensation insurance,itBurance policies under this Article
shall:

() Name UNDP as additional insured;

(i) Include a waiver of subrogation of the Contractoights to the insurance carrier against
UNDP;

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

8.5The Contractor shall, upon request, provide UND&h watisfactory evidence of the insurance
required under this Article.

9. ENCUMBRANCES/LIENS

The Contractor shall not cause or permit any letachment or other encumbrance by any
person to be placed on file or to remain on filamy public office or on file with UNDP against
any monies due or to become due for any work demeaterials furnished under this Contract,
or by reason of any other claim or demand agalesContractor.

10. TITLE TO EQUIPMENT

Title to any equipment and supplies that may baisined by UNDP shall rest with UNDP and
any such equipment shall be returned to UNDP attmelusion of this Contract or when no
longer needed by the Contractor. Such equipmehgnweturned to UNDP, shall be in the
same condition as when delivered to the Contracobject to normal wear and tear. The

Contractor shall be liable to compensate UNDP fpuigment determined to be damaged or
degraded beyond normal wear and tear.

11.COPYRIGHT, PATENTS AND OTHER PROPRIETARY RIGHTS
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UNDP shall be entitled to all intellectual propearyd other proprietary rights including but not
limited to patents, copyrights, and trademarkshwégard to products, or documents and other
materials which bear a direct relation to or ardpred or prepared or collected in consequence
of or in the course of the execution of this CocttraAt the UNDP's request, the Contractor
shall take all necessary steps, execute all negedsauments and generally assist in securing
such proprietary rights and transferring them toDBNin 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 enatblic the fact that it is a Contractor with
UNDP, nor shall the Contractor, in any manner wbewsr use the name, emblem or official
seal of UNDP or the United Nations, or any abbrawaof the name of UNDP or the United
Nations in connection with its business or otheewis

13. CONFIDENTIAL NATURE OF DOCUMENTS AND INFORMATI ON

13.1 All maps, drawings, photographs, mosaics, plangere, recommendations, estimates,
documents and all other data compiled by or receibg the Contractor under this
Contract shall be the property of UNDP, shall beated as confidential and shall be
delivered only to UNDP authorised officials on cdetpn of work under this Contract.

13.2 The Contractor may not communicate at any timernty @her person, Government or
authority external to UNDP, any information knovenitt by reason of its association with
UNDP which has not been made public except withatlttorisation of UNDP; nor shall
the Contractor at any time use such informatioprigate 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 attSod, war (whether declared or not),
invasion, revolution, insurrection, or other actsaosimilar nature or force which are
beyond the control of the Parties.

14.2 In the event of and as soon as possible after toaercence of any cause constituting
Force Majeure, the Contractor shall give notice faigparticulars in writing to UNDP, of
such occurrence or change if the Contractor isetherendered unable, wholly or in part,
to perform its obligations and meet its responsied under this Contract. The
Contractor shall also notify UNDP of any other afpasin conditions or the occurrence of
any event which interferes or threatens to interisith its performance of this Contract.
The notice shall include steps proposed by the i@otdr to be taken including any
reasonable alternative means for performance shaati prevented by Force Majeure. On
receipt of the notice required under this Artidl\DP shall take such action as, in its
sole discretion, it considers to be appropriateemessary in the circumstances, including
the granting to the Contractor of a reasonablensia@ of time in which to perform its
obligations under this Contract.

14.3 If the Contractor is rendered permanently unableglly, or in part, by reason of Force
Majeure to perform its obligations and meet itpoesibilities under this Contract, UNDP
shall have the right to suspend or terminate thoistfact on the same terms and conditions
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as are provided for in Article 15, "Termination%cept that the period of notice shall be
seven (7) days instead of thirty (30) days.

15. TERMINATION

15.1

15.2

15.3

154

Either party may terminate this Contract for causeyhole or in part, upon thirty days

notice, in writing, to the other party. The initan of arbitral proceedings in accordance
with Article 16 "Settlement of Disputes" below dhabdt be deemed a termination of this
Contract.

UNDP reserves the right to terminate without catisge Contract at any time upon 15
days prior written notice to the Contractor, in @fhicase UNDP shall reimburse the
Contractor for all reasonable costs incurred byGbatractor prior to receipt of the notice
of termination.

In the event of any termination by UNDP under thitcle, no payment shall be due from
UNDP to the Contractor except for work and servigagsisfactorily performed in
conformity with the express terms of this Contrathe Contractor shall take immediate
steps to terminate the work and services in a pt@ng orderly manner and to minimise
losses and further expenditures.

Should the Contractor be adjudged bankrupt, oriduidated or become insolvent, or
should the Contractor make an assignment for tmefiteof its creditors, or should a
Receiver be appointed on account of the insolvesicyhe Contractor, UNDP may,
without prejudice to any other right or remedy iynhave, terminate this Contract
forthwith. The Contractor shall immediately infoldNDP of the occurrence of any of
the above events.

16.SETTLEMENT OF DISPUTES

16.1

16.2

Amicable Settlement. The Parties shall use their best efforts to setti@cably any
dispute, controversy or claim arising out of, olatiag to this Contract or the breach,
termination or invalidity thereof. Where the pestiwish to seek such an amicable
settlement through conciliation, the conciliatidral take place in accordance with the
UNCITRAL Conciliation Rules then obtaining, or acdimg to such other procedure as
may be agreed between the parties.

Arbitration. Unless, any such dispute, controversy or claitween the Parties arising
out of or relating to this Contract or the breaehnmination or invalidity thereof is settled
amicably under the preceding paragraph of thischrtivithin sixty (60) days after receipt
by one Party of the other Party's request for saciicable settlement, such dispute,
controversy or claim shall be referred by eithemtyPt arbitration in accordance with the
UNCITRAL Arbitration Rules then obtaining, includjrts provisions on applicable law.
The arbitral tribunal shall have no authority toaag punitive damages. The Parties shall
be bound by any arbitration award rendered as @tref such arbitration as the final
adjudication of any such controversy, claim or digp

17. PRIVILEGES AND IMMUNITIES
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Nothing in or relating to this Contract shall beeded a waiver, express or implied, of any of
the privileges and immunities of the United Natioinsluding its subsidiary organs.

18. TAX EXEMPTION

18.1

Section 7 of the Convention on the Privileges amnunities of the United Nations
provides, inter-alia, that the United Nations, utbhg its subsidiary organs, is exempt
from all direct taxes, except charges for publiditytservices, and is exempt from
customs duties and charges of a similar naturespect of articles imported or exported
for its official use.

19.CHILD LABOUR

19.1

19.2

20.

20.1

20.2

The Contractor represents and warrants that nettheor any of its suppliers is engaged
in any practice inconsistent with the rights setrfon the Convention on the Rights of the
Child, including Article 32 thereof, which, interia requires that a child shall be
protected from performing any work that is liketylte hazardous or to interfere with the
child's education, or to be harmful to the chilekslth or physical mental, spiritual, moral
or social development.

Any breach of this representation and warranty |sbalitle UNDP to terminate this
Contract immediately upon notice to the Contracibno cost to UNDP.

MINES

The Contractor represents and warrants that neitlmar any of its suppliers is actively

and directly engaged in patent activities, develeptmassembly, production, trade or
manufacture of mines or in such activities in respd components primarily utilised in

the manufacture of Mines. The term "Mines" medmsé devices defined in Article 2,

Paragraphs 1, 4 and 5 of Protocol Il annexed toGbavention on Prohibitions and

Restrictions on the Use of Certain Conventional pées Which May Be Deemed to Be
Excessively Injurious or to Have Indiscriminate deffs of 1980. Bidders will make a
formal written statement regarding this requirement

Any breach of this representation and warranty |sbalitle UNDP to terminate this
Contract immediately upon notice to the Contractathout 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, ordinascrules, and regulations bearing upon the
performance of its obligations under the termshaf Contract.

22. AUTHORITY TO MODIFY

No modification or change in this Contract, no veaiof any of its provisions or any additional
contractual relationship of any kind with the Caator shall be valid and enforceable against
UNDP unless provided by an amendment to this Consigned by the authorised official of
UNDP.
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Annex Il
TERMS OF REFERENCE

Subcontractor for Implementation of the Assignment
“Development of a Brochure and Training Materials and Delivery of a Two-Day Training for
NGOs and Public Officials on the TopicStimulating Public Participation for Integrating Gbbal
Environmental Issues into Strategies and Plans fRegional Development and Spatial Planning
in Bulgaria”

Name of the project: “Integrating Global Environmental Issues into Bulg&a’'s Regional Development Process”
(short title -RIO ConventionsProjec

Duration: 1 August 2008 —31 March 2009

Start: 1 August, 2008

Location: Sofia

l. Objective

The purpose of these Terms of Reference is to seguBubcontractor for the development of a
brochure and delivery of a training to selectedlipulifficials and NGOs on the topicStimulating
Public Participation for Integrating Global Environental Issues into Strategies and Plans for
Regional Development and Spatial Planning in Bulgar

Il. Background

The GEF-funded and UNDP implemented Rio Convent®rgect (RCP) (full titleintegrating
Global Environmental Issues into Bulgaria’s Regioh®evelopment Proce3sims at promoting a
proactive integration of global environmental issueto the very process of regional and local
development, as well as spatial planning, both bictv are managed by Ministry of Regional
Development and Public Works (MRDPW). This wouldaafieved by developing the capacity of
MRDPW and Ministry of Environment and Water (MOEW) integrate global environmental
objectives into the regional and local developmeaiicies and practices, as well as into spatial
planning documents. The project shall run from N2806 till June, 2010.

One of the primary tasks under the Rio Conventi®neject’'s (RCP) Output 1.5Develop
knowledge materials from extensive information @odypractices from Bulgaria, neighboring
countries, EU and other regions for dissemindtiato develop appropriate publications that will
aide the integration of global environmental issinés Bulgaria’'s regional development processes.
In order to accomplish this goal, on one hand, fficeent level of public participation into the
development and update of planning documents hde tstimulated, whereas on the other hand,
public administration requires further informatiand best practices as to how public participation
in planning processes is happening in the coumtdyia the EU.

[ll. Duration of the assignment

The assignment is expected to have a duration afiere than 8 months from the signing of the
contract. The exact assignment duration shall beealgbetween the subcontractor and UNDP on
the basis of the timeframe suggested in the asgghproposal submitted to UNDP, by the
subcontractor, in response to this Request fordzalp (RFP).

IV. Scope of work
The Subcontractor (SC) shall undertake the aawitlescribed below in Part 1 and Part 2 of the

assignment:
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PART 1. Brochure Development:

e Participate in a preparatory kick-off meeting agibeing of assignment implementation

e Prepare and submit an Inception Repastich outlines the assignment’s inception phase, a
well as details about the future activities to Inelertaken, related both to Part 1 and Part 2
of the assignmentr( English.

e Prepare and submit to RCP an expanded list of aategublications, best practices and
background information, including the ones listed Annex IV and provided as initial
reference by the SC, needed for the developmeathiedBrochureif Bulgarian).

e Based on the review of the RCP approved expandedflrelevant background information,
prepare and submit a first draft of the proposedter@t and structure of the Brochuia (
Bulgarian).

e Based on the initial feedback provided by RCP, poedan expanded and updated version of
the Brochureii Bulgarian).

e Prepare and submit a Midterm Report on the assigtisngrogress, including main
achievements and results, assignment’s benchmarksigcoming work schedule, related
both to Part 1 and Part 2 of the assignmenE(Qglish.

e Produce and submit a final version of the Broclurdulgarian).

e Prepare and submit of a Final Report for the assg (including main achievements,
results and problems during the assignment), kléth to Part 1 and Part 2 of the
assignmentig English.

PART 2. Training Development and Delivery:

e Prepare and submit to RCP a first draft of the pseg content and structure of the training
and training / training evaluation materials Bulgarian).

e Based on the initial feedback provided by RCP peedan expanded and updated version of
training structure and training evaluation mater{ad Bulgarian).

e After finalization of the Brochure, prepare and mithto RCP a final version of the training
structure and training evaluation materials andopse a schedule for the training delivery
(in Bulgarian).

e Prepare a submit to RCP a draft list of potentatipipants in the trainiffgin Bulgarian)

e Based on the finalized Brochure and training materand RCP agreed training schedule,
deliver the two-day trainimgand perform a training evaluation, as describefirinex V.

e Prepare and submit to RCP a training delivery repontaining analysis of the training
delivery and participants’ feedback, major reswdtsd problems identified, as well as
recommendation for future work with respect to pheduced training materials.

V. Outputs of the Contract:

From Part 1:

5.1.1 Inception Repoftn English)

5.1.2 Expanded list of relevant background mateiialBulgarian)

5.1.3 Draft of the proposed content and struct@itbeBrochureif Bulgarian)
5.1.4 Expanded version of the BrochureBulgarian)

5.1.5 Midterm reportif English)

5.1.6 Final version of the Brochur@ Bulgarian with an English summary)
5.1.7 Final Reportilg English).

% The structure of the Inception, Midterm and Fireglorts shall be provided by RCP.
* The list should contain names, positions anddotiitact details of approximately 80 appropriateesentatives from
NGOs and public organizations, based on the S@reseelated to Brochure and training materialstigpment.
® Final selection of participants, as well as priovisof logistics for the training shall be perfortniey RCP.
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From Part 2:

5.2.1Draft of the proposed content and structure oftthming and training materialgn(Bulgarian)

5.2.2 Expanded and updated version of the traiamjtraining evaluation materials Bulgarian)
5.2.3 Final version of the training materials angr@posed training delivery scheddile Bulgarian)
5.2.4 Dratft list of potential participants in thraihing (n Bulgarian)

5.2.5 Training Delivery report (in English).

VI. Terms and conditions for the provision of the ontractual services

e The Subcontractor will liaise with the Rio Convems Project Manager, and will coordinate
the exact timing of the Subcontractor’s activitigth the Rio Conventions Project Manager.

e The Subcontractor will submit deliverables to thie Ronventions Project, and will get
clarifications from the Rio Conventions Project.

e The Subcontractor will adhere strictly to all deael$ agreed upon with the Rio Conventions
Project.

e The Subcontractor shall conduct it self in a prsifasal and ethical manner, and will ensure
that none of the Subcontractor's actions have amrad effect on the Rio Conventions
Project.

VII. Payment terms for the Contract

The Subcontractor will be palBD percentof the overall cost upon the signing of the coettrd0
percent of the overall cost shall be paid to SC upon tHengssion and approval of the Midterm
Report and expanded and updated version of thehBrectraining structure and training materials.
The remaining30 percentof the overall cost will be paid upon Rio Convents and UNDP’s
approval of the Final Report and the final versidithe developed brochure, training materials and
training delivery report.

VIII. Skills and Qualifications of the Subcontractor

The Subcontractor should be a legal entity registén Bulgarid which has as its main scope of
activities the design and delivery of training mamgs for public officials and NGOs. The
Subcontractor should furthermore have a high degfe@amiliarity with UNFCCC, UNCBD,
UNCCD Conventions.

The SC should have institutional capacity and egpee in the development of professional
training programs and courses, preferably in tlssicutting area of: regional development (RD)
global environment (GE) and public participatiordecision-making and policy making process.

The SC should demonstrate expert capacity and iexuer in areas such as: (i) Bulgarian and EU
regional development, spatial planning, sustainaeteelopment and environmental policies; (ii)

Bulgarian RD and SP legislature; (iii) national, Bdd other applicable legislature in the area of
public participation related to planning procesd ancess to information at the local and regional
level; (iv) Structure and functioning of Bulgarigrublic administration system at the national,

regional and local level; (v) integrated plannirfghatural resources use.

® The SC may choose to submit a proposal alone @acnsortium with organizations in order to sgtthfe technical
and institutional requirements.
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The Subcontractor should possess outstanding comatiom, drafting, analytical and information
processing skills, both in English and Bulgariamj avork in close cooperation with RCP based on
mutual respect and active communication.

IX. Requests for Clarification

A prospective Offeror requiring any clarificatiorf the Solicitation Documents may do say in
writing at the following mailing address or fax noen or email address:

Natalia Dimitrova

Project Manager

Rio Conventions Project

Ministry of Regional Development and Public Works
17-19 Cyril and Methodius Str.fl. 6, room 601, 128&fia
Phone/Fax: +359.2.9405575

Email: office@rioconventions.org
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Annex IV
Concept for the Brochure

Major goal of the publication: stimulating practical integration of the Rio Contiens objectives
(on climate change, biodiversity and desertifiaatimto regional and local planning processes in
Bulgaria

Aims:

- To provide DAs and MAs with a guideline documenthmw to improve their interaction with
different stakeholders in the update of developnpéaris and strategies, spatial development plans
with a special focus on GEI integration in suchudoents.

- To inform DAs and MAs about their obligations anelspectively, rights in the process of
conducting and taking part into public discussiofhplanning documents at the local and regional
level.

- To make aware the interested stakeholders aheiutrights to participate in public discussions
and how to exercise and defend those rights, dsawéb give tips to non-expert stakeholders how
to “read” planning documents to provide meaningfitticipation.

1. Working Title:

Stimulating Public Participation for Integrating Gl obal Environmental Issues into Strategies
and Plans for Regional Development and Spatial Playing in Bulgaria

2. Target groups
Municipal and district administrations (DAs and MAmunicipal councils, municipal and district
development councils, Regional Inspectorates ofrenment and Waters, local economic and
business associations, NGOs, citizens and media.

3. Suggested Draft Outline of the Publication
Goal of the Publication:

Forward (desirable): mayor or regional governor whose municipality/detadministration is a
“best practice” in organizing and benefiting frommtic participation meetings and who is
recommending this publication to his/her colleagmes other municipalities and district
administration.

Introduction: The introduction should explain why municipalitesd district administrations
should provide opportunity to citizens to take paid regional and local planning processes and to
integrate global environmental issues (GEI) inrtheajor planning documents.

Partl. Introduction to the Rio Conventions: which are Rie Conventions, why their integration in
regional and local planning is important. This Emuld contain at least one good practice case-
study per Convention about the successful integmnaif the Conventions’ objectives into regional
and/or local planning processes (or a combinatfdhase). E.g. what problems were created at the
local/regional level (e.g. their social, economic &nvironmental costs) without the Conventions’
implementation and how they were alleviated aftedsavhen concrete measures in relation to the
Rio Conventions were implemented and demonstratepublic participation contributed to that
process.
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Part 2. This part should briefly explain the requirememtsand as well as the ensuing obligations
to DAs and MAs, to apply international conventi@she local and regional level and give
examples/directions how this should be reflectedistrict and municipal plans and strategies.

Part 3. This part should contain a brief review the relév@omestic and EU legislature and provide
non-technical explanation as to what are the requants to DAs and MAs (and other relevant
regional and local administrations) for conductmdplic hearings on regional and municipal
strategies for development, as well as spatialglamparticular, this part should clarify: at whic
stage of the procedures for strategic and spddahmg the respective administrations should
already consult the potentially interested stakedas, how to take into consideration their opinjons
what are the available formats for presenting glejmdocuments to the public and which are the
most appropriate. This section should also coratleast 3 good practices from Bulgaria and/or
EU about a good public participation process arndlirement into regional and local planning.

Part 4. This part should: give tips/guidelines to citizénsv to participate in a productive/educating
manner in public hearings; explain why public gap@tion is important; what information should
be sought in advance and where to look for it; wehtread” complicated and bulky plans and
schemes.

4. Language and illustrations

The brochure should be produced in Bulgarian lagguaccompanied by a brief summary (up to
500 words) in English and have primarily non-techhieasy-to-read and grasp style of
presentation. It should be accompanied with appatgillustrations, schemes, etc. proposed by the
consultants.

5. Volume of the brochure

Pages: 50, B5 format considering the following paeters per page:
400 Words

2600 Characters no spaces

2900 Characters with spaces

45 Lines

Times New Roman, shrift 9

Full color print

6. Other details

As part of the assignment the Subcontractor shav@dw and take into consideration the following
documents produced under the UNDP/GEF Rhodoped®roje

- Integration of the UN Conventions on Biodiversidgsertification and Climate Change in
municipal planning and activity implementatj@907

- Review of theMunicipality Planning Responsibilitiggler the Bulgarian Legislatior2006.

- Other relevant publications provided by the Projant/or the Subcontractor.

The development of the brochure will be done inrdowtion with PMU and th&egional Policy
and Management Systegectorate at the Ministry of Regional Developrhand Public Works.
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Annex V
Concept for the Training

Major goal of the training: to provide one-day training, each, to project-del@cepresentatives of
relevant NGO organizations and municipal and dis@dministrations (and other relevant public
institutions) regarding the major findings and a&$peof the Brochure Stimulating Public
Participation for Integrating Global Environmentalssues into Strategies and Plans for Regional
Development and Spatial Planning in Bulgarigteveloped as part of the Assignment

Aims:

- To provide DAs and MAs with practical skills howitaprove their interaction with different
stakeholders in the update of development planstaategies, spatial development plans with a
special focus on GEI integration in such documents.

- To train DAs and MAs about their obligations arespectively, rights in the process of
conducting and taking part into public discussiofplanning documents at the local and regional
level.

- To provide interested stakeholders from the BidgeNGO community with practical skills on
how to effectively participate in public discusssoand how to exercise and defend those rights, as
well as to give them tips/advices on how to “replitnning documents to provide meaningful
participation.

1. Format of the training:

- Duration and number of trainings: Two one-day trgs for mixed groups of public
officials and NGO representatives (selected byptiagect)

- Average size of training groups: 25 people

- Number of trainers per group: 2 primary trainerd arfacilitators

- Venue and timing of the trainings: first half of ) to be selected by the Project in
consultation with the Subcontractor.

2. Target groups

Representatives of municipal and district admiatsdns (DAs and MAs), municipal councils,
municipal and district development councils, Regidnspectorates of Environment and Waters
and other relevant institutions, who are in charfjgevelopment of strategic planning documents
and consulting them with the public.

Representatives from local economic and busingsscations and NGOs active in areas such
as: public participation and access to informat@mjironmental protection, public health, spatial
planning and regional development, etc.

3. Training and evaluation materials:
- Primary: the Brochure
- Secondary: summary hand-outs, exercises and Pavirgr ®esentations developed by the
Subcontractor.
- Training course evaluation forms developed by thiec8ntractor.

4. Language:All the trainings and training materials shoulddseduced in the Bulgarian language.
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Annex VI

Proposal Submission Form

Dear Mr. Jackelen,

Having examined the Solicitation Documents, theeigicof which is hereby duly acknowledged,
we, the undersigned, offer to provide Professidbdahsulting services for the development of a
Brochure and Training Materials and Delivery of aoFDay Training for NGOs and Public
Officials on the TopicStimulating Public Participation for Integrating Gbal Environmental Issues
into Strategies and Plans for Regional Developnagk Spatial Planning in Bulgarig”for the sum

as may be ascertained in accordance with the Bebedule attached herewith and made part of
this Proposal.

We undertake, if our Proposal is accepted, to comsmeand complete delivery of all services
specified in the contract within the time framgostated.

We understand that you are not bound to accepPeopyosal you may receive.

Dated this day /month of year

Signature:

(In the capacity of)

Duly authorized to sign Proposal for and on beb&lf
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Annex VI

Price Schedule

The Offeror is asked to prepare the Price Schealtile separate envelofrem the rest of the RFP response
as indicated the Instruction to Offerors.

The Price Schedule must provide a detailed ¢wstikdown_excluding VAT Deliveries of any work,
equipment, materials, and supplies, or servicedewuthis contract shall be VAT exempted in accocdan
with art. 173 (1) of the VAT Act and the Additionaftotocol to the SBAA between Republic of Bulgaaral
UNDP (published in State Gazette #18 of 2005).

Provide separate figures for each functional gnogimir category. The format shown below should lsslus
preparing the price schedule. The format inclugesciic expenditures, which may or may not be nesqli
or applicable but are indicated to serve as exasnple

Price Schedule:
“Develop a Training Program Packageon Integrating Global Environmental Objectives into
Regional Development Policy and Spatial Planning iBulgaria”

Description of Activity/ltem Amount (BGN) excluding
VAT

PART 1. Brochure Development:

1. Direct Costs (as per proposed scope of work, gsnsibilities
and work plan)

Stalff (e.g. project administrator, projects assistetc.)

Experts (e.g. short-term employed trainers, rebeas)

Travel

Per Diem

Analysis and processing of information

Other (to be specified)

2. Management Support Cost

Supplies and consumables

Other (to be specified)

Subtotal for PART 1:

PART 2. Training Development and Delivery:

Direct Costs (as per proposed scope of work, respsibilities
and work plan)

Staff (e.g. project administrator, projects assigtetc.)

Experts (e.g. short-term employed trainers, fatdrs)

Analysis and processing of information

Other (to be specified)

Management Support Cost

Supplies and consumables

Other (to be specified)

Subtotal for PART 2:

TOTAL AMOUNT (Part 1+ Part 2):

Note: The Proposal (and the Proposal Submission Form) shtm not contain any pricing information whatsoever
on the services offered. Pricing information shalbe separated and only contained in the Price Scheldu

Dated this day /month of year

Signature:
(Name and Title)
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Annex VIII
Template for the Assignment Proposal

For the RFP: “Development of a Brochure and Trainirg Materials and Delivery of a Two-Day
Training for NGOs and Public Officials on the Topic Stimulating Public Participation for
Integrating Global Environmental Issues into Stragees and Plans for Regional Development
and Spatial Planning in Bulgaria”

Prepared by: (name of organization/ company)
Date of proposal submission: (day-month-year)

l. Objectives and scope of work
This section should present the specific objectama$tasks of the assignment as per the ToR.

Il. Methodology description

This section should demonstrate the Offeror's raspeness to the specifications in the ToR by
identifying the specific components proposed, asklng the institutional, technical and HR
requirements and demonstrating how the proposelladelogy meets the specifications. It should
more specifically describe: (i) the proposed apghnofor the brochure overall design, background
information gathering and research, adaptationyedsas tasks division between the proposed team
members; (ii) the proposed approach for the trgiginurse overall design and delivery.

Detailed information about the tasks of the indiatlexperts and staff that the Offeror envisaged to
be involved in the implementation of the Assignm&mbuld be filled in the table below:
Position Main tasks Expected work time (in
man-days)

IIl. Management and institutional capacity and expetise’

This section should provide a brief descriptiortlad Offeror’s present activities focusing on areas
related to the Proposal. This section should a¢szribe the organizational unit(s) that will become
responsible for the contract, and the general nemagt approach towards a project of this kind
(app. 500 words).

Sumv\rgarized information on the Offeror's capacityl arxperience should be filled in the table
below”:

" In case a consortium of organizations appliesief Bescription of the relevant capacity and eigrese of each
consortium member, as well as the proposed rolsidivamong members, should be supplied.
8 The summarized information should be provideddhemember of the consortium.
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Main areas of Number of entity/ Assignments since Assignments_(of  Most successful

entity/ company  company staff 2000 undertaken all typeg since assignments since
capacity and involved in each  on behalf of donor 2000 undertaken 2004 focusing on the
interest relevant to area agencies (of all on behalf of GEF same or related area,
the ToR (list max types, including implementing as the current

three areas) domestic ones) agencies proposal. Provide in

focusing on the (UNDP/World an annex a short
same or related Bank/UNEP). description (max 150
area, as the currentProvide title of the words) of the

proposal Provide assignment, assignment, as well as
title of the duration and contact details of the
assignment, budget (max five client. of (max three
duration and assignments) assignments)

budget (max five
assignments)

1) Full time Assignment 1 A_ssignment 1 Assignment 1:
(title) (title) ,
_ Assignment 2:
Part time (duration) (duration) ,
Assignment 3:
2) (budget) (budget)
Assignment 2: Assignment 2:
(title) (title)
3) . .
(duration) (duration)
(budget) (budget)

IV. Qualifications of the experts

This section should describe the capacity of tleppsed experts to be used by the Offeror for the
successful implementation of the assignment asfggmebelow.

Name of the expert Summary of main expertise of the proposesl expert's CV attached as
expert (max 100 words) an annex to the proposal
(Y/N)
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V. Proposed Work plan and outline of work distribution

In this section of the proposal the Offeror shouldicate the time frame for the completion of the
activities including overall duration of the assiggnt. The Offeror is to provide a summary work-
plan (please see below) which is to be presentéleiroffer, however, a detailed work-plan has to
be presented as an annex. ™etailed work-plan has to present the activities in a logical and
realistic manner ensuring an efficient implementatof the assignment. The work-plan should
clearly outline the expected roles and divisionvofk-load between the proposed team members In
case a consortium of organizations applies, th&kyptan should clearly reflect the role distribution
and expected input from each of the consortium nezsib

Table: summary of work-plan

Activity Description Month  Month Month Man-days per activity

Activity 1

Activity 1.1

Activity 2

Activity 2.1

Activity 3
Activity 3.1
Activity 4
Activity 4.1

VI. Additional documentation

The Offeror is to present, in an annex, a commeanthe proposed concept of the Brochure and
Training (app. 500 words).

Further, based on the assignment ToR the Offerdo ipresent, in an annex, initial reference
materials relevant to the specifications of thegasaent and the Bulgarian context
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AP

BE

DA

EA
EIA
EU

GE
GEl
GEF
GIS
GRDP
IE

MA
MoAF
M&E
MDPs
MEE
MoEW
MF
MRDPW
NCSA
NEAA
NGO
NOPRD
NSFRD
NTTA
OPs
PM
PMU
RCP
RFP
SA

SC
SBAA
SD
SEA
SEE
SLM
SMEs
TDA
ToR
TP
UD&SP
UNCBD
UNCCD
UNDP
UNEP
UNFCCC

List of Abbreviations

Assignment Proposal

Bulgarian Entity

District Administration

Ecological Assessment (the Bulgarian term foABE
Environmental Impact Assessment

European Union

Global Environment

Global Environment Issues

Global Environmental Facility

Geographic Information System

Greening Regional Development Programmes
International Entity

Municipal Administration

Ministry of Agriculture and Forestry

Monitoring and Evaluation

Municipal Development Plans

Ministry of Energy and Economy

Ministry of Environment and Water

Ministry of Finance

Ministry for Regional Development and Publorks
National Capacity Self Assessment

National Evaluation and Accreditation Agency
Non-Government Organization

National Operational Program for Regional &epment
National Strategy for Regional Development
Natura 2000 Assessment

Operational Programs

Project Manager

Project Management Unit

Rio Conventions Project

Request for Proposals

Sustainability Appraisa

Subcontractor

Standard Basic Assistance Agreement
Sustainable Development

Strategic Environmental Assessment

South Eastern Europe

Sustainable Land Management

Small and Medium Enterprises

Territorial Development Act

Terms of Reference

Training Program

Urban Development and Spatial Planning

United Nations Convention on Biological Digéy
United Nations Convention to Combat Desexdifion
United Nations Development Programme

United Nations Environment Programme

United Nations Framework Convention on Cten@éhange
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