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INVITATION TO SUBMIT A

PROPOSAL

for

Provision of 

[insert identification of the Services] 

Project: [insert name of Project]

Proposal No.[ insert the number]
FAO Office: [insert name of FAO Operational Unit and address]
Invitation to submit a Proposal
The Food and Agriculture Organization of the United Nations (“FAO” or “Organization”) is an intergovernmental organization with more than 191 member nations. Since its inception, FAO has worked to alleviate poverty and hunger by promoting agricultural development, improved nutrition and the pursuit of food security - defined as the access of all people at all times to the food they need for an active and healthy life. 

Further and more detailed information on FAO can be found on the internet site: http://www.fao.org. 
This invitation is for the provision of non commercial services under the FAO rules that govern Letters of Aggrement (LoAs). Under these rules only non-profit, intergovernmental, and governmental organisations are eligible to sign LoAs with FAO. 
I. Background Information
 [insert project description and/or objective to which desired outputs/outcomes will contribute]

......................................................................................................................................................
.......................................................................................................................................................
II. Services required: [insert a detailed list of  services required  from the service provider]

..............................................................................

.............................................................................

Desired outputs: [ insert the list of outputs including quantitative and qualitative performance indicators]

.............................................................................
.............................................................................

III. Procedures:

FAO  hereby invites you to submit a Proposal in connection with the above described services. Your Proposal should be based on the requirements included herewith; it is subject to the following procedures and must include/address the conditions specified below.

Closing Date

Your proposal should reach the  FAO office not later than
 [insert the date, and the time in hours, and the applicable time zone mentioning the relevant city time zone where the office is based] 
We would appreciate your acknowledging receipt of this invitation and indicating your intention as to whether or not you will submit a Proposal.
Communications Concerning this Proposal

All communications concerning this Proposal should clearly reference the Proposal number mentioned above and be submitted as soon as possible uniquely through the following channel of communication:
[specify submission method e.g. email to address abcdefghi@fao.org, or a secure fax at number +[country code] complete number, or by mail/courrier to aaddress xyzin in two sealed envelopes] .

It should consist of two parts:  a Technical Proposal and Financial Proposal which should be prepared as follows:

 Technical Part 
a. description of numbers of years of experience in the field of the required services and the area of intervention as applicable; 
b. proposed methodology/ approach suitable and feasible to achieve the outputs mentioned above; 
c.  description of the reports and/or documents to be provided during and after implementation of the required services; 
d. full name, address, fax and/or email address and telephone numbers of your organisation (association, institute, etc.) and contact persons;
e. banking details (name and location of bank, account number).
Please note that the Organization will make payment to a bank account indicated by the selected service provider. The bank account should be registered in the name of Service provider and located in the country where the Service Provider is legally registered or in  the  beneficiary country.  

Financial Part 

A detailed cost estimate (i.e. a budget) based on a workplan including all the activites required for the delivery of the required services / implementation of the Agreement.  It should be broken down to budget categories such as the following: 
· professional staff (regular/temporary) required to provide/deliver these services/ implement the Agreement;

· purchase/hire of local essential supplies/ material and/or facilites/equipment;

· rental of facilities ((e.g. storage/training/workshop venue/office space)
· travel and transport costs (tickets, fuel for vehicles);

· daily subsistence allowances/ daily expences which should not in any case exceed the UN rates established for the country;

· administrative and operational costs.
· Etc.
Each budget category must be budgeted accurately and in detail, and costs must be reasonable. Cost estimates for all the above items should be calculated by multiplying the quantity (i.e. the number of units)  by the unit cost (i.e. the estimatged cost per unit)  rather than adding a series of lump sums. Budgets must be accurate and all assumptions should be explicit and documented.  The financial proposal should specify clearly the currency used which should be either in United States Dollars or in the local currency in which the majority of the expenses will be incurred.
Proposals will only be considered if they contain all of the above information and documents and observe the provisions of the enclosed agreement.
IV. Mandatory Minimum Requirements

Your proposal will only be considered if the Proposal and your Organisation meet the following minimum requirements:
1. Provide an explicit acceptance of the terms and conditions applicable to FAO Letters of Agreement as laid out in the LoA template in the Appendix 

2. Provide evidence of the legal status of your organisation to demonstate the eligibility to sign Letters of Agreement with FAO, including the registration certificate with the relevant country authorities.

3. [Insert any additional minimum requirements, e.g. minimum years of experience in sector or country]

4. ….

5. ….. 

V. Evaluation Criteria
Your proposal will be further evaluated based on the following criteria and relevant weights listed in the table below:
[Fill  the table below listing the weights. Make sure to not repeat in the list of criteria any of the mandatory minimum requirements]
	Criteria
	Weights/points

	Years of  relevant experience
	

	Adequacy of the proposed methodology
	

	Delivery time: schedule proposed 
	

	…other [specify]
	

	Financial proposal*
	[e.g. 30 out of 100 suggested]


Technical proposals will be evaluated first and ranked accordingly to the above critera.  Please note that the Technical Proposal will comprise ........... percentage weights/points of the overall evaluation. 

Points for the financial proposals will be calculated according to the following formula: Points = (A/B)*[insert weight, 30 out of 100 usual practice]
May I take this opportunity of expressing my appreciation of your interest in assisting FAO in its implementation of this undertaking.

Yours sincerely,

[Insert Budget Holder name and job title]
FAO Budget Holder 

APPENDIX: LoA Template

[Insert the apllicable LoA template]
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