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Request for Proposal (RFP) 
 
PF No. and Title : PF#21-09-18; Security Service for SAPLING & BANI Office at Bandarban.   
 

RFP Issue Date : September 13, 2021 
 

Proposal Submission Deadline: September 18, 2021   
 

Contracting Entity : Helen Keller International (Helen Keller Intl) 
 

Place of Performance : SAPLING, and BANI Project Office at Bandarban 
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Bidders are encouraged to read this RFP and all attachments in its entirety paying specific attention to the 
instructions and requirements. Issuance of this RFP does not in any way obligate Helen Keller International to 
award a contract, nor does it commit Helen Keller International to pay for costs incurred in the preparation and 
submission of a proposal. All recipients of this RFP shall treat all information and details included herein as private 
and confidential. 

 
SECTION 1: Introduction, Eligibility of Bidders, and Definitions 
Introduction 
Helen Keller International (Helen Keller Intl) is a nonprofit organization dedicated to saving and 
improving the sight and lives of the world's vulnerable by combatting the causes and consequences of 
blindness, poor health and malnutrition. Helen Keller Intl invites all eligible Bidders to submit proposals 
for graphic work to transform program briefs into a designed and easy-to-digest format to visually tell 
SAPLING’s story. 
 

The purpose of this Request for Proposals (RFP) is to select a vendor that will provide best value to 
Helen Keller Intl, when both technical and cost factors are combined.  
 
Eligibility of Bidders 
This RFP is open to individuals and entities that are deemed capable of implementing the scope of 
work, with a solid record of integrity and business ethics, and that meet the eligibility requirements 
stated in this Section.  
 
Bidders that submit proposals in response to this RFP must meet the following requirements: 
1) Be a non-government entities (for-profit and non-profit companies, non-governmental organizations 

(NGOs), etc.) that are legally registered under the laws of the country where it is operating  
2) Have demonstrated capacity and expertise to successfully implement the Scope of Work 
3) Have completed the required representations and certifications incorporated in this RFP  
4) Be willing to comply with relevant donor rules and regulations and Helen Keller Intl requirements.  
5) Bidders and proposed products must be of Source and Nationality designated in the 935 authorized 

Geographic Code, as described in Section 5 “Source of Funding and Authorized Geographic Code.”  
a. Nationality refers to the place of legal organization, ownership, citizenship, or lawful permanent 

residence (or equivalent immigration status to live and work on a continuing basis) of suppliers 
of commodities and services.  

 

Note: Helen Keller Intl will not award a contract to any firm that is debarred, suspended, or proposed 
for debarment by the U.S. Government, or who proposes to do business with firms or firms’ principals 
who are debarred, suspended, or proposed for debarment, in the performance of the requirement of 
this activity. 
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SECTION 2: Scope of Work 
Helen Keller Intl will evaluate all proposals received in response to this RFP in accordance with the 
evaluation criteria described in this document. 
 

This RFP contains the following Annexes:  

 Annex A: Conflict of Interest Disclosure 

 Annex B: Format of CV to be used for Personnel (one document per person) 

 Annex C: Omitted 

 Annex D: Financial Offer template  

 Annex E: USAID Contract Provisions 
 
Program Background  
The Sustainable Agriculture and Production Linked to Improved Nutrition Status, Resilience, and 
Gender Equity (SAPLING) project is a USAID funded project implemented in collaboration with the 
Ministry of Chittagong Hill Tracts Affairs (MOCHTA) engaging participants living in five upazilas 
(subdistricts) of Bandarban District in the Chittagong Hill Tracts (CHT) of Bangladesh in activities 
designed to contribute to improved gender equitable food security, nutrition and resilience. 
 
SAPLING has worked to create sustainable, resilient systems, communities, and households (HH) 
through the achievement of three Purposes (P), underpinned by local capacity building, WASH, GESI, 
and environment. These outcomes are integrated throughout SAPLING’s activities, bolstering resilience 
capacities, and contributing to sustainable change. Resilience is cross-cutting, with each intervention 
designed to increase absorptive, adaptive, and transformative capacities, ensuring that communities 
are on the path to self-reliance. This strategy is as important now than ever as Bandarban has 
experienced recent, frequent natural disasters, and major setbacks due to COVID-19. 
 
Multiple, interconnected lower-level outcomes are identified on the SAPLING improved food security 
and resilience pathway, under each of the following high-level outcomes: 
 Purpose 1: Increased income and access to nutritious foods attained more equitably by 
 both women and men 
 Purpose 2: Improved nutrition and health status of children under five years of age, 
 pregnant and lactating women (PLW), and adolescent girls 
 Purpose 3: Improved ability of HHs, communities, and systems to mitigate, adapt to and 
 recover from human induced and natural shocks and stressors 
 
Scope of Work, Key Objectives and Activities 
The objectives of this SOW are to review and select a security service provider for ensuring security at 
SAPLING and BANI- HKI Bandarban office. Details as below: 
 
1) The vendor shall engage 7 person (2+2+3) unarmed Security Guards at Helen Keller Intl’s 

Bandarban SAPLING-BANI Office, BHDC Rest House, Chimbuk Road, Bandarban for 24/7 (Round 
the clock; 2 person 6:00Am to 2:00Pm, 2 person 2:00Pm to 10:00Pm, 3 person 10:00Pm to 
6:00Am). The Security Guards will be as below specification’s 

 Sex: Male/Female 

 Qualification: At least SSC or experienced in relevant field 

 Age preference: 20 – 45 Years (age limit 55 years for retired armed forced personnel) 

 Experience : One Year & well trained in same field 

 Height preference: 165cm (5’-4”)(minimum) 

 Residence: Permanent resident of Bandarban 

 Preference: Existing security personnel (currently working) will get priority in selection  

 Others: Physically fit (Strong), Trustworthy security personnel.  
2) The vendor shall ensure protecting the premises, properties, assets belonging to Helen Keller Intl. 

arrangement in case any guard fails to report to his duty in time due to sickness or other justified 
grounds. 

3) The vendor shall make arrangement for visits by vendor’s Guard Supervisor/senior officials to 
ensure the performance of duties of the guards deployed time to time (preferably twice a month) 
and will sit/meet with the Helen Keller Intl’s SAPLING-BANI Bandarban official personnel (Field 
Operations Manager) for necessary inputs/suggestions/advices. 

4) The personnel employed by vendor should maintain and follow the Helen Keller Intl’s SAPLING-
BANI office rules and discipline. 

5) The vendor shall not place the services of the duty personnel other than the assignment hired by 
the Helen Keller Intl’s SAPLING-BANI. 
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6) The vendor’s personnel will be free from all sorts of trade union activities, strike/Hartal etc. and as 
well as free from smoking and alcohol. 

7) Vendor will provide safety items to all guards according to the COVID-19 protocol by Bangladesh 
Government such as Masks, Hand sanitizer, Gloves and Face shield.  

8) Vendor will supply and ensure all uniforms (including winter clothing) and all other related 
accessories, supplies and equipment (like ID card, batten, Gum Boot, heavy duty Torch Light, 
Umbrella, Register Books, whistle etc.) of the security personnel at its sole expense. These items 
should be replaced immediately if malfunctioned or broke down or wear n tear; such as Torch light, 
umbrella. 

9) The most senior (in terms of experience) guard will play the lead role in arrangement of roaster and 
necessary administrative support to company. 

10) The vendor will provide consultancy on security matters to Helen Keller Intl’s SAPLING-BANI free 
of charge, from time to time for better service and mutual understanding of the security problems 
relating to Helen Keller Intl’s SAPLING-BANI installation for which guards are being provided. 

11) The vendor shall inform Helen Keller Intl’s SAPLING-BANI about the duty roster in writing and also 
inform in writing about any alternatives. Other than the assigned personnel, no other security 
personnel can perform duty without prior written information to Helen Keller Intl’s SAPLING-BANI.  

12) Vendor shall instruct the Guards to follow the order briefings from the Helen Keller Intl’s SAPLING-
BANI or its designated person. It is agreed that no person shall be considered a designated of the 
Helen Keller Intl’s SAPLING-BANI unless so specified in writing and communicated to Vendor.  

13) Vendor shall ensure, to the best of its ability, that the Guards shall perform his/her duties, relevant 
to the security of the Scheduled Property, within the framework of the order given to them by Vendor 
or, subject to mutual agreement, by the Helen Keller Intl’s SAPLING-BANI and/or its designated 
person.  

14) Vendor shall be responsible and shall take necessary action to its personnel’s if any discrepancy 
found in duty or misconduct or failure of compelling Helen Keller Intl’s SAPLING-BANI office rules 
and discipline after getting written notice from Helen Keller Intl. designated. 

15) It is agreed that the Guards shall not carry out any search (body or baggage) of any person entering 
or leaving the Scheduled Property unless requested by the Client. Such request must be 
communicated to the persons on whom the search is to be carried out. 

16) Vendor shall submit to the  Helen Keller Intl’s SAPLING-BANI the following documents: 

 Photocopy of Employment copy from respective Vendor 

 One copy of Bio-data/CV. 

 Two copies of passport size photograph.  

 Photocopy of educational certificate(s).  

 Photo copies of experience certificate(s).  

 No Objection Certificate (NOC) of previous employer (if applicable).  

 Police Verification Certificate (If applicable).  

 Signed 'Individual Declaration' stating to abide by the rules and Regulations of the first Party/ 
Helen Keller Intl’s SAPLING-BANI. 

 Declaration of first party/ Helen Keller Intl’s SAPLING-BANI to abide by the rules and regulations of 
the second Party to be followed by the Security Personnel. 

Note: 

 Helen Keller International is exempt from VAT and vendor is not eligible to impose VAT with 
the bill. VAT will be settled by issuance of a VAT coupon which is subject to submission of 
Mushok-6.3. Helen Keller International will not be liable for failure of the Vendor to submit a 
Mushok 6.3 and in such case, Vendor agrees they will be liable for VAT.   

 
Deliverables and Illustrative Timeline 
7 person (2+2+3) unarmed Security Guards at Helen Keller Intl’s Bandarban SAPLING-BANI Office, for 
24/7 (Round the clock; 2 person 6:00Am to 2:00Pm, 2 person 2:00Pm to 10:00Pm, 3 person 10:00Pm 
to 6:00Am) for 8 months from October 01, 2021 to May 31, 2021.   
 
Anticipated Contracting Period and Award Mechanism 
The anticipated period of the resulting award is expected to be 8 months beginning on October 01, 
2021. Bidders must clearly identify “start-up” support costs, if any, required to commence services. 
 

Helen Keller Intl intends to award an all-inclusive fixed price Professional Services Contract to the 
winning offer. No profit, fees, taxes, or additional costs can be added after award. This RFP is subject 
to all the terms and conditions of the resulting contract.  Any resultant award will be governed by these 
terms and conditions.  
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SECTION 3: Proposal Instructions 
The Bidder’s proposal will consist of two separate documents:  
 
Part 1 - Technical Offer 
Part 2 – Financial Offer 
 
The Technical Offer and the Financial Offer (altogether “proposal”) must be submitted separately. The 
Bidder should not include any cost data in the Technical Offer. 
 
The proposal should be concisely presented and structured, and should explain in detail the Bidder’s 
availability, experience and resources to provide the requested services.  
 
Proposals that are incomplete or do not address these criteria may not be considered in the review 
process. All proposals must be submitted in English.  
 
Both the Technical Offer and Financial Offer must be submitted with a Cover Letter which must include 
the following information and must be signed and stamped by an authorized representative of the Bidder 
organization:  

i. Date of Submission of the Proposal 
ii. Term of proposal validity (minimum 60 days) 
iii. Name of the company/organization (if applicable) 
iv. Name and title of authorized representative of organization  
v. Type of company/organization 
vi. Address  
vii. Telephone  
viii. E-mail  
ix. Taxpayer Identification Number  
x. Other required documents that shall be included as attachments to the cover letter:  

a) Copy of registration or incorporation in the public registry, or equivalent document from 
the government office where the bidder is registered if applicable.  

b) Copy of company tax registration, or equivalent document.  
 
Bidders must also submit a signed Conflict of Interest Declaration Form. This form will be assessed to 
establish whether the Bidder has any present or potential future conflict of interest according to the 
definition in Annex A. If the conclusion is reached that any conflict of interest declared by the Bidder 
could have a negative impact on the Bidder’s ability to perform the Service, Helen Keller Intl may decide 
to reject the submitted proposal. Failure to accurately complete the Conflict of Interest Declaration Form 
may also lead to the rejection of the submitted proposal. 
 
Part 1: TECHNICAL OFFER  
The Technical Offer should be in the English language, typed in Microsoft Word, single-spaced, with 
each page numbered consecutively. A maximum number of pages for each component of the Technical 
Offer is given below. 
 
The Technical Offer should include the following: 
1) Bidder past performance record/relevant experience– 2 pages maximum  
Information related to Bidder’s past performance/prior experience in conducting work in the 
country/region similar in nature and volume to the services requested (brief description, deliverables, 
date, client etc.).  
 
Bidders must also provide contacts for at least three (3) professional references for previous work 
and/or experience under similar SOWs. Contact information should include, at a minimum: name of 
individual, name of company, brief information on relationship to Bidder, address, email, and phone 
number. Helen Keller Intl reserves the right to contact any and all references provided. Contact 
information for references is not subject to the page limitation for this section.  
 
2) Technical approach – 1-3 pages maximum  
The technical approach must describe the proposed approach to achieving the program objectives and 
must address the following:  

a) A brief description of the Bidder’s understanding of the objectives and scope of work for the 
consultancy. 
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b) An overview as to how the Bidder would propose to complete the requested services indicated 
in this RFP.  
 

3) Team Structure requirements - 1 pages maximum, excluding CVs 
a) Team structure (for companies/firms with employees only; individual consultants do not need 

to provide team structure info): Bidders must describe the structure of the team that will deliver 
against the objectives and scope of work described in this RFP. Team structures must identify 
the project manager (or Team Leader) and other team members and the roles and 
responsibilities that each will have over the duration of the consultancy. 

b) The minimum requirements and qualifications for the vendor will be the following: 
 Demonstrated expertise of design techniques, skills, tools, and procedures for the 

applicable media 
 Demonstrated expert-level proficiency in a software such as Adobe Creative Cloud 

software: InDesign and Acrobat. Adobe certification a plus 
 Understands design applications in multichannel marketing 
 Demonstrated strong typographic skills in print and digital channels 
 English Fluency 
 Demonstrated experience designing PR materials/program briefs, or similar products, for 

development/international organizations. 
 Experience working remotely with contractors 

 
At a minimum, the Bidder should provide the following information: 

a) A current CV for the proposed personnel in a format provided in Annex B.  The CV must not 
exceed three pages in length and shall be in chronological order starting with the most recent 
experience and summarizing relevant experience and qualifications.  

b) The country of residence for all persons proposed for the provision of this Service (meaning the 
country in which the person or persons resides). 

c) If any of the Bidder’s personnel do not reside in the country in which they are assigned to 
perform the required Services, the Bidder must state how these personnel would travel to 
perform such Services, and the estimated travel time. The Bidder should specify how many 
trips might be required, and which team members would join these trips. 

  
The Bidder must notify Helen Keller Intl if it intends to replace a key member of the Bidder’s team (with 
an explanation for doing so) prior to the award date and provide Helen Keller Intl with the information 
required for the approval of a replacement proposal. Any replacement shall be subject to the approval 
of Helen Keller Intl.  This is also valid for any replacement taking place during the contract duration. 
 
Helen Keller Intl may choose to contact the Bidder prior to making a final decision. Please confirm 
whether this would be possible, ensuring that full contact details are also included in the resume (email, 
telephone number). 
 
Part 2: FINANCIAL OFFER  
This contract will be issued as a firm fixed price contract with payment made against deliverables 
against services/products.  Helen Keller Intl will only issue payment via electronic payment methods 
and all bank accounts must be in the name of the company/organization only.   
 
As part of the Financial Offer, Bidders must include a detailed budget, submitted in Microsoft Excel, 
expressed in USD, with an accompanying budget narrative, submitted in Microsoft Word, describing 
the basis for the listed cost elements. Supporting information should be provided in sufficient detail to 
allow a complete analysis and determination of reasonableness of each cost element. Bidders are 
required to include and clearly label all costs deemed necessary to complete the work called for 
hereunder.  

 
The Financial Offer template can be found in Annex D and must include the following:  

1. Labor Cost: The Bidder must provide information related to team structure, daily rates and Level 
of Effort (LoE) (measured in days) for the deliverables listed. Please state assumptions made when 
submitting the cost information including any additional options, and stating all conditions.  
 

2. Other Direct Costs: The Bidder should provide a breakdown estimate of other main direct costs 
which are considered necessary for completion of the work. Other direct costs will cover 
transportation costs, visa, and per diem. Any other direct costs shall be agreed prior with Helen 
Keller Intl.  
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3. Indirect Rates and Fixed Fee: If it is an Bidder’s regular practice to budget indirect rates, e.g. 
overhead, fringe, G&A, administrative, or other rate, Bidders must explain the rates and the rates’ 
base of application in the budget narrative. Helen Keller Intl reserves the right to request additional 
information to substantiate an Bidder’s indirect rates. Proposed fixed fee must also be explained in 
the budget narrative and represented as a separate line item in the budget. 

 
SECTION 4: Evaluation Criteria and Basis for Award 
Helen Keller Intl will follow a Best Value Trade-Off selection methodology. Helen Keller Intl may award 
to an eligible, responsible firm whose proposal is most advantageous to the program, with price and 
other factors considered proposal, including but not limited to compliance with the requirements of the 
RFP without material deviation. Bidders may not modify non-responsive offers after the proposal 
deadline in order to make them responsive. However, Helen Keller Intl may request an Bidder to clarify 
its offer as long as no material deviation exists.  
 
The criteria below will serve as the basis upon which proposals will be evaluated. Selection will be 
based principally on the technical merits of the proposals, but price and other factors will be considered, 
and award will be made only if the proposal is determined to be technically acceptable and cost 
reasonable.   
 

Evaluation Criteria per Solicitation 
Total Max 

Points 

Past Performance/ Prior relevant experience 25 

Demonstrated capacity and relevant past experience to perform the proposed assignment 
especially at Chattogram Hill Tracts. (CHT). Reference checks to verify/assess performance 
may be conducted as appropriate.  

25 

Personnel Qualifications 25 
Qualifications and relevant experience of the proposed Focal person of the company 
(demonstrated in CV and summarized) and Academic qualification of security guard (Academic 
and experience certificate attached) 

25 

Technical Merit 25 
Proposal demonstrates understanding of the objectives of the assignment and appropriately 
responds to the needs as stated in the RFP - clearly demonstrating applicant’s in-depth 
knowledge and experience necessary to effectively implement the SOW 

25 

Operational Capability 25 
The approach and methodology for executing the Scope of Work effectively and efficiently is 
well explained in the proposal 

25 

Total Points 100 
 

Upon completion of the evaluation of Technical Offers, Helen Keller Intl will evaluate Financial Offers 
for budget presentation, details of the budget narrative, and cost effectiveness (reasonable, realistic, 
match the Technical Offer and meet requirements of RFP). No points are assigned to Financial Offers, 
but these criteria will be considered, in conjunction with the total score of the Technical Offer. This RFP 
utilizes the tradeoff process and Helen Keller Intl may award a contract to the offeror whose proposal 
represents the best value to Helen Keller Intl and the program. Helen Keller Intl may award to a higher 
priced offeror if a determination is made that the higher technical evaluation of that offeror merits the 
additional cost/price. 
 
SECTION 5: Source of Funding and Authorized Geographic Code  
Any award resulting from this RFP will be financed by USAID funding and will be subject to U.S. 
Government and USAID regulations. The authorized USAID geographic code for this RFP and any 
resulting contract is Code 935. A description of this code is available in USAID’s Automated Directives 
System, ADS 310 (http://www.usaid.gov/policy/ads/300/310.pdf). All commodities and services 
supplied under any award resulting from this RFP must meet this geographic code in accordance with 
the US Code of Federal Regulations (CFR), 22 CFR 228.} 
SECTION 6: Proposal Validity, Submission Deadline and Instructions 
Proposals should have a 60-day validity period from the proposal submission date, as provided in the 
Cover Letter.  
 

Proposals must be submitted electronically by the deadline listed on the cover page of this RFP by E-
mail to bangladesh.procurement@hki.org with copy to: mislam@hki.org, indicating in the subject line 
of the e-mail the company name and the RFP number.  
 

A full proposal submission will include the following documents, all of which must reference the RFP 
number as stated on the cover page of this document: 

mailto:bangladesh.procurement@hki.org
mailto:mislam@hki.org
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- Cover Letter 
- Technical Offer 
- Financial Offer 
- Conflict of Interest Disclosure Form 
- USAID Contract Provisions if applicable 
- Copies of Bidder legal registration documents 
- Other pertinent information relevant to the proposal submission  

 
QUESTIONS: No verbal questions will be entertained, either in person or via telephone.  However, 
Helen Keller Intl will take written questions about this RFP until the date specified on the cover page of 
this document. Any questions related to this RFP should be addressed to 
bangladesh.procurement@hki.org with copy to: mislam@hki.org In order to ensure fairness, Helen 
Keller Intl’s response to all questions deemed relevant will be communicated to all potential Bidders, 
ensuring the original requestor’s anonymity. 
 

SECTION 7: Negotiations  
Best offer proposals are requested. It is anticipated that an award will be made solely on the basis of 
the original offers received. However, Helen Keller Intl reserves the right to conduct discussions, 
negotiations and/or request clarifications prior to awarding a contract. Furthermore, Helen Keller Intl 
reserves the right to conduct a competitive range and to limit the number of bidders in the competitive 
range to permit an efficient evaluation environment among the most highly-rated proposals. Highest-
rated bidders, as determined by the technical evaluation committee, may be asked to submit their best 
prices or technical responses during a competitive range. At the sole discretion of Helen Keller Intl, 
bidders may be requested to conduct oral presentations. If deemed an opportunity, Helen Keller Intl 
reserves the right to make separate awards per component or to make no award at all. 
 

SECTION 8: Terms of the Solicitation  
1. Issuance of this RFP does not constitute an award commitment on the part of Helen Keller Intl, nor 

does it commit Helen Keller Intl to pay for costs incurred in the preparation and submission of a bid.  
2. Attached files are integral part of this RFP. 
3. Helen Keller Intl may contact Bidders to confirm contact person, address, bid amount and to confirm 

that the proposal was submitted for this solicitation. 
4. False Statements: Bidders must provide full, accurate and complete information as required by this 

solicitation and its attachments. 
5. Conflict of Interest Disclosure: In Annex A Bidders must provide disclosure of any past, present or 

future relationships with any parties associated with the issuance, review or management of this 
solicitation and anticipated award.  Failure to provide full and open disclosure may result in Helen 
Keller Intl having to re-evaluate selection of a potential Bidders. 

6. Right to Select/Reject: Helen Keller Intl reserves the right to select and negotiate with those firms it 
determines, in its sole discretion, to be qualified for competitive proposals and to terminate 
negotiations without incurring any liability.  Helen Keller Intl also reserves the right to reject any or 
all proposals received without explanation.  

7. Reserved rights: All RFP responses become the property of Helen Keller Intl and Helen Keller Intl 
reserves the right in its sole discretion to:  
a. To disqualify any offer based on Bidder’s failure to follow solicitation instructions; 
b. To waive any deviations by Bidders from the requirements of this solicitation that in Helen Keller 

Intl’s opinion are considered not to be material defects requiring rejection or disqualification or 
where such a waiver will promote increased competition; 

c. Extend the time for submission of all RFP responses after notification to all Bidders; 
d. Terminate or modify the RFP process at any time and re-issue the RFP to whomever Helen 

Keller Intl deems appropriate; 
e. Issue an award based on the initial evaluation of offers without discussion; 
f. Award only part of the activities in the solicitation or issue multiple awards based on solicitation 

activities. 
 

8. Bidders and its proposed personnel shall disclose any factors that could limit the organization’s 
ability to independently perform the services such as relationship with counterpart employees, past 
employment, etc.  

  

mailto:bangladesh.procurement@hki.org
mailto:mislam@hki.org
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ANNEX A: Conflict of Interest Disclosure 
 
Helen Keller Intl Code of Conduct & Ethics Policy: In accordance with the Helen Keller Intl Code of 
Conduct and Ethics Policy, Helen Keller Intl requires full and open disclosure when dealing with 
procurement. As such, Helen Keller Intl employees must avoid any conflict of interest or the appearance 
of a conflict of interest. Helen Keller Intl employees must at all times provide full disclosure of their 
actions or relationships with prospective vendors, contractors, or consultants. Helen Keller Intl 
employees shall not solicit, request, accept, or agree to accept any gift from a vendor or prospective 
vendor. 
 
Helen Keller Intl reserves the right to reject any or all quotes when considered to be in the best interest 
of the organization and/or the people it serves. All parties submitting a proposal in response to this 
Request for Proposal are obligated to disclose the existence of any actual or possible conflict of interest 
relating to every country included within their proposal in the attached Conflict of Interest Declaration 
Form. 
 
Failure to fully disclose such information could lead Helen Keller Intl to reject a proposal. If a party has 
no conflict to declare for any of the countries covered in their proposal, they may submit one form, listing 
all of the countries covered. 
 
“Conflict of Interest” means a situation in which an Bidder, or an Affiliate (as defined below), or a sub-
contractor (if any) of an Bidder, has interests (financial, organizational, personal, reputational or 
otherwise) that would or may appear to make it difficult for an Bidder to fulfill its obligations to Helen 
Keller Intl in its role as the vendor in an objective, independent and professional manner, or a situation 
in which it is reasonable to foresee that such an interest would arise. A Conflict of Interest may arise in 
the following circumstances, which are not exhaustive: 
i. a Bidder has been, or is involved in the design of a proposal or request for funding that has been, 

or will be submitted to Helen Keller Intl; 
ii. an Bidder has been, or is involved in the provision of advice to an entity that is a Principal Recipient 

or a Sub-recipient; 
iii. a Bidder has been, or is involved in, or has provided advice in relation to the procurement of goods 

and/or services by a Principal Recipient and/or a Sub-recipient; 
iv. a Bidder has been, or is involved in the provision of auditing services to a Principal Recipient and/or 

a Sub-recipient; or  
v. a Bidder has submitted an expression of interest, tender, bid or otherwise indicated interest in 

providing services of any nature to a Principal Recipient or a Sub-recipient that remains valid at the 
time of, and for the duration of the term of this Contract.  

 
“Affiliate” means a business concern, individual or other entity that, directly or indirectly: (i) controls or 
can control an Bidder; (ii) is controlled by, or can foreseeably be controlled by, an Bidder; or (iii) along 
with an Bidder, is controlled by, or can foreseeably be controlled by, the same third party. 
 
Bidder Conflict of Interest Declaration Form 
 
Please check one box below, as appropriate: 

 The Bidder hereby declares that it has read and understood the Conflict of Interest rules set 
forth in the Request for Proposals (RFP) and warrants that no Conflict of Interest exists on 
the part of the Bidder or an Affiliate of the Bidder, with regard to the services to be performed 
under the RFP. The Bidder hereby agrees to comply with the Conflict of Interest rules set 
forth in the Request for Proposals (RFP). 

 The Bidder wishes to disclose a real or potential Conflict of Interest situation(s) and propose 
mitigating action(s).  Note: if this box is checked, please describe in an attachment, in detail, 
the situation and present a proposed mitigation plan / arrangement for consideration by Helen 
Keller Intl. 

 
Bidder:  

Signature: 
 

Printed Name:  

Title:  

Date:  



 Helen Keller Intl Procurment  
Request for Proposals (RFP) 

        

 

   Page 9 of 12 

ANNEX B:  Format of CV to Be Used for Personnel (One Document Per Person)  

 

Name:   

Title:  

Nationality:  

Home Office Address:  
 

Professional Qualifications: 
 
 
 

Relevant work experience, including the duration and responsibilities: 
 
 
 
 
 
 
 
 
  

References:  
 
Name:  
Position:  
Organization:  
E-mail:  
Address:  
Telephone:  
Relationship:  

 
 
Name:  
Position:  
Organization: 
E-mail:  
Address:  
Telephone:  
Relationship:  

Certification: 
I declare that the information provided in this CV is accurate and hereby authorize Helen Keller Intl to 
undertake whatever inquiries Helen Keller Intl may consider reasonable and necessary in the course 
of the assessment process, in relation to the information in this curriculum vita relating to my suitability 
for the position for which I have been nominated. 

Signed: Date:  
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ANNEX D Financial Offer Format   

 
Please complete the following table for cost evaluation. This is a fixed price contract. Total cost per 
deliverable will be fixed. 

 Labor hours Labor rate per hour Total Fixed Cost 

Designed template for 30 2-
page briefs (total 60 pages) 

   

30 Briefs with content 
incorporated 

   

 
DETAILED BUDGET BREAKDOWN WORKSHEET  
Please complete the budget worksheet to provide details of costs. Applicants may edit the budget 
worksheet as necessary to provide accurate details of cost. 

Cost Element Unit Cost Quantity Total Cost 

 
1. SALARIES/Rates 
          Position No. 1 {name) 
          Position No. 2 {name} 
 
SUBTOTAL 

 
 

 
 

 
Unit Cost x 
Quantity 

 
2. FRINGE BENEFITS (If applicable) 

 
xx% 

 
 

 
xx% of Base* 

 
3. OVERHEAD (If applicable) 

 
xx% 

 
 

 
xx% of Base* 

 
4. EXTERNAL CONSULTANTS 
       Position No. 1 {name} 
 
SUBTOTAL 

 
 

 
 

 
 

 
6. OTHER DIRECT COSTS 
         
     [if applicable] 
 
SUBTOTAL 

 
 

 
 

 
 

 
7. INDIRECT COSTS (If applicable) 

 
xx% 

 
 

 
xx% of Base*  

 
8. FIXED FEE (If applicable) 

 
x% 

 
  

 
xx% of Base*  

 
Total 

 

____________________________ 
Principal’s Signature 
 
*The Base for each of these percentages needs to be identified and documented through audited 
financial statements. 
  



 Helen Keller Intl Procurment  
Request for Proposals (RFP) 

        

 

   Page 11 of 12 

ANNEX E:  USAID Contract Provisions 

 
Contract Provisions for Non-Federal Entity Contracts Under Federal Awards 
 
By signing below, the Bidder agrees to comply with these requirements, as applicable, in the event an 
award is made by Helen Keller Intl. 
 
In addition to other provisions required by the Federal agency or non-Federal entity, all contracts made 
by the non-Federal entity under the Federal award must contain provisions covering the following, as 
applicable. 
 
(A) Contracts for more than the simplified acquisition threshold currently set at $150,000, which is the 

inflation adjusted amount determined by the Civilian Agency Acquisition Council and the Defense 
Acquisition Regulations Council (Councils) as authorized by 41 U.S.C. 1908, must address 
administrative, contractual, or legal remedies in instances where contractors violate or breach 
contract terms, and provide for such sanctions and penalties as appropriate. 

 
(B) All contracts in excess of $10,000 must address termination for cause and for convenience by the 

non-Federal entity including the manner by which it will be effected and the basis for settlement. 
 
(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all contracts 

that meet the definition of “federally assisted construction contract” in 41 CFR Part 60-1.3 must 
include the equal opportunity clause provided under 41 CFR 60-1.4(b), in accordance with 
Executive Order 11246, “Equal Employment Opportunity” (30 FR 12319, 12935, 3 CFR Part, 1964-
1965 Comp., p. 339), as amended by Executive Order 11375, “Amending Executive Order 11246 
Relating to Equal Employment Opportunity,” and implementing regulations at 41 CFR part 60, 
“Office of Federal Contract Compliance Programs, Equal Employment Opportunity, Department of 
Labor.” 

 
(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal program 

legislation, all prime construction contracts in excess of $2,000 awarded by non-Federal entities 
must include a provision for compliance with the Davis-Bacon Act (40 U.S.C. 3141-3144, and 3146-
3148) as supplemented by Department of Labor regulations (29 CFR Part 5, “Labor Standards 
Provisions Applicable to Contracts Covering Federally Financed and Assisted Construction”). In 
accordance with the statute, contractors must be required to pay wages to laborers and mechanics 
at a rate not less than the prevailing wages specified in a wage determination made by the Secretary 
of Labor. In addition, contractors must be required to pay wages not less than once a week. The 
non-Federal entity must place a copy of the current prevailing wage determination issued by the 
Department of Labor in each solicitation. The decision to award a contract or subcontract must be 
conditioned upon the acceptance of the wage determination. The non-Federal entity must report all 
suspected or reported violations to the Federal awarding agency. The contracts must also include 
a provision for compliance with the Copeland “Anti-Kickback” Act (40 U.S.C. 3145), as 
supplemented by Department of Labor regulations (29 CFR Part 3, “Contractors and 
Subcontractors on Public Building or Public Work Financed in Whole or in Part by Loans or Grants 
from the United States”). The Act provides that each contractor or subrecipient must be prohibited 
from inducing, by any means, any person employed in the construction, completion, or repair of 
public work, to give up any part of the compensation to which he or she is otherwise entitled. The 
non-Federal entity must report all suspected or reported violations to the Federal awarding agency. 

 
(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where applicable, all 

contracts awarded by the non-Federal entity in excess of $100,000 that involve the employment of 
mechanics or laborers must include a provision for compliance with 40 U.S.C. 3702 and 3704, as 
supplemented by Department of Labor regulations (29 CFR Part 5). Under 40 U.S.C. 3702 of the 
Act, each contractor must be required to compute the wages of every mechanic and laborer on the 
basis of a standard work week of 40 hours. Work in excess of the standard work week is permissible 
provided that the worker is compensated at a rate of not less than one and a half times the basic 
rate of pay for all hours worked in excess of 40 hours in the work week. The requirements of 40 
U.S.C. 3704 are applicable to construction work and provide that no laborer or mechanic must be 
required to work in surroundings or under working conditions which are unsanitary, hazardous or 
dangerous. These requirements do not apply to the purchases of supplies or materials or articles 
ordinarily available on the open market, or contracts for transportation or transmission of 
intelligence. 



 Helen Keller Intl Procurment  
Request for Proposals (RFP) 

        

 

   Page 12 of 12 

(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets the definition 
of “funding agreement” under 37 CFR §401.2 (a) and the recipient or subrecipient wishes to enter 
into a contract with a small business firm or nonprofit organization regarding the substitution of 
parties, assignment or performance of experimental, developmental, or research work under that 
“funding agreement,” the recipient or subrecipient must comply with the requirements of 37 CFR 
Part 401, “Rights to Inventions Made by Nonprofit Organizations and Small Business Firms Under 
Government Grants, Contracts and Cooperative Agreements,” and any implementing regulations 
issued by the awarding agency. 

 
(G) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act (33 U.S.C. 

1251-1387), as amended—Contracts and subgrants of amounts in excess of $150,000 must 
contain a provision that requires the non-Federal award to agree to comply with all applicable 
standards, orders or regulations issued pursuant to the Clean Air Act (42 U.S.C. 7401-7671q) and 
the Federal Water Pollution Control Act as amended (33 U.S.C. 1251-1387). Violations must be 
reported to the Federal awarding agency and the Regional Office of the Environmental Protection 
Agency (EPA). 

 
(H) Debarment and Suspension (Executive Orders 12549 and 12689)—A contract award (see 2 CFR 

180.220) must not be made to parties listed on the government-wide exclusions in the System for 
Award Management (SAM), in accordance with the OMB guidelines at 2 CFR 180 that implement 
Executive Orders 12549 (3 CFR part 1986 Comp., p. 189) and 12689 (3 CFR part 1989 Comp., p. 
235), “Debarment and Suspension.” SAM Exclusions contains the names of parties debarred, 
suspended, or otherwise excluded by agencies, as well as parties declared ineligible under 
statutory or regulatory authority other than Executive Order 12549. 

 
(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for an award 

exceeding $100,000 must file the required certification. Each tier certifies to the tier above that it 
will not and has not used Federal appropriated funds to pay any person or organization for 
influencing or attempting to influence an officer or employee of any agency, a member of Congress, 
officer or employee of Congress, or an employee of a member of Congress in connection with 
obtaining any Federal contract, grant or any other award covered by 31 U.S.C. 1352. Each tier must 
also disclose any lobbying with non-Federal funds that takes place in connection with obtaining any 
Federal award. Such disclosures are forwarded from tier to tier up to the non-Federal award. 

 
(J) §200.322 Procurement of recovered materials. A non-Federal entity that is a state agency or agency 

of a political subdivision of a state and its contractors must comply with section 6002 of the Solid 
Waste Disposal Act, as amended by the Resource Conservation and Recovery Act. The 
requirements of Section 6002 include procuring only items designated in guidelines of the 
Environmental Protection Agency (EPA) at 40 CFR part 247 that contain the highest percentage of 
recovered materials practicable, consistent with maintaining a satisfactory level of competition, 
where the purchase price of the item exceeds $10,000 or the value of the quantity acquired during 
the preceding fiscal year exceeded $10,000; procuring solid waste management services in a 
manner that maximizes energy and resource recovery; and establishing an affirmative procurement 
program for procurement of recovered materials identified in the EPA guidelines. 

 
By signing below, the Bidder agrees to comply with these requirements, as applicable, in the event an 
award is made by Helen Keller Intl. 

 
Bidder:  

Signature: 
 

Printed Name:  

Title:  

Date:  

  
 


