

mailto:lafayedemicheaux@ramsar.org

4.2.  Your Proposal must be submitted by email to the Secretariat Contact (see Section 2). The
subject heading of the email shall be [RfP Reference bidder name]. The bidder name is the
name of the company/organisation on whose behalf you are submitting the proposal, or your
own surname if you are bidding as a self-employed consultant. Your proposal must be
submitted in PDF format. You may submit multiple emails suitably annotated, e.g. Email 1 of
3, if attached files are too large to suit a single email transmission. You may not submit your
proposal by uploading it to a file-sharing tool.

IMPORTANT: Submitted documents must be password-protected so that they cannot be
opened and read before the submission deadline. Please use the same password for all
submitted documents. After the deadline has passed and within 12 hours, please send the
password to Ramsar Contact. This will ensure a secure bid submission and opening process.
Please DO NOT email the password before the deadline for Proposal submission.

4.3.  Pre-Qualification Criteria

The Secretariat will use the following Pre-Qualification Criteria to determine whether
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4.5,

4.6.

4.7.

4.8.

5.2

Competent staffing
level for the project

CV of the consultant and years of experience

30

Experience in
developing
methodologies and
writing concise reports
on complex subjects

Examples of previous experience and outcomes

20

Teaching skills and
experience

Examples of previous experience and outcomes

20

TOTAL 100%

Financial Proposal

4.5.1.

4.5.2.

45.3.

45.4.

The financial proposal must be a fixed and firm price for the provision of the
goods/services stated in the RfP in their entirety.

Prices include all costs.

Submitted rates and prices are deemed to include all costs, insurances, taxes (except
VAT, see below), fees, expenses, liabilities, obligations, risk and other things
necessary for the performance of the Terms of Reference or Specification of
Requirements. The Secretariat will not accept charges beyond those clearly stated in
the financial proposal. This includes applicable withholding taxes and similar. It is your

responsibility to determine whether such taxes apply to your organization and to
include them in your Financial Proposal.

Applicable Goods and Services Taxes

Proposal rates and prices shall be exclusive of Value Added Tax.

Currency of proposed rates and prices

All rates and prices submitted by Proposers shall be in CHF.

Additional information not requested by the Secretariat should not be included in your proposal
and will not be considered in the evaluation.

Your proposal must remain valid and capable of acceptance by the Secretariat for a period of
90 calendar days following the submission deadline.

Withdrawals and Changes

You may freely withdraw or change your proposal at any time prior to the submission deadline
by written notice to the Secretariat Contact. However, in order to reduce the risk of fraud, no
changes or withdrawals will be accepted after the submission deadline.

EVALUATION OF PROPOSALS

Completeness

The Secretariat will first check your proposal for completeness. Incomplete proposals will not be
considered further.

Pre-Qualification Criteria
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Only proposals that meet all the pre-qualification criteria will be evaluated.

5.3.  Technical Evaluation
5.3.1. Scoring Method

Your proposal will be assigned a score from 0 to 10 for each of the technical evaluation

5.3.2.  Minimum Quality Thresholds
Proposals that receive a score of  for any of the criteria will not be considered further.
5.3.3. Technical Score

Your score for each technical evaluation criterion will be multiplied with the respective
relative weight (see Section 4.4) and these weighted scores added together to give

5.4. Financial Evaluation and Financial Scores

The financial evaluation will be based upon the full total price you submit. Your financial
proposal will receive a score calculated by dividing the lowest financial proposal that has
passed the minimum quality thresholds (see Section 5.3.2) by the total p
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CONFIDENTIALITY AND DATA PROTECTION

The information you submit to the Secretariat as part of this procurement will be treated as
confidential and shared only as required to evaluate your proposal in line with the procedure
explained in this RfP, and for the maintenance of a clear audit trail. For audit purposes, the
Secretariat is required to retain your proposal in its entirety for 10 years after then end of the
resulting contract and make this available to internal and external auditors and donors as and

when requested.
8.2.
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