ANNEX I – Proposal Guideline
  
Bidder’s proposal MUST contain the following information. You are encouraged to follow this format, but this is not mandatory as long as all information are made available to iMMAP Inc. in the format required.

Section A: Technical Proposal

1. Bidder Information

	Name of Proposing Organization:
	

	Name of Contact Person for this Proposal:
	

	Address:
	

	Phone:
	

	E‐mail:
	

	Validity of the proposal (in days):
	

	Date, stamp and signature 
	



2. Company Profile

Bidders provide a brief description of the company, company history, with detailed services, description of the coverage in Iraq and Syria. The service provider should have the capacity to receive international and national bank transfers. The service provider must ensure the security and safety of cash transfers throughout the entire process of cash delivery.

3. References and Similar Work Experience

The service provider must be qualified and experienced in delivering such services. Bidders must share a minimum of two contracts or relevant reference letters from other humanitarian organizations in Iraq and/ or Syria in past years.   The Bidder must ensure that for any client references shared, the nominated client is willing to be contacted/visited by iMMAP Inc.. Contacts should be provided in the format table below.

	Client
	Reference contact (e-mail or phone number)

	
	

	
	


 
4. Delivery time in calendar days

The service provider must indicate in its technical proposal the estimated cash delivery time for each location list below from the time the request is made by iMMAP Inc.

	 From
	To
	Delivery Time (in days)

	HQ (US)
	Erbil
	

	
	Baghdad
	

	
	Basra
	

	
	Hasakeh
	

	Erbil (Iraq)
	Baghdad
	

	
	Basra
	

	
	Hasakeh
	



5. Payment terms and methods

The service provider must indicate the payment terms and methods applicable to the below cash transfer needs of iMMAP Inc.

	From
	To

	HQ (US)
	Erbil

	
	Baghdad

	
	Basra

	
	Hasakeh

	Erbil (Iraq)
	Baghdad

	
	Basra

	
	Hasakeh



6. Validity of the offer

Bidders must indicate the duration of the validity of their proposal on the document. iMMAP Inc. expects bids to be valid for a minimum of 90 days. 

7. Annexes

Bidders must annex to their technical proposal the following documents:
· Tax clearance certificate
· Business Registration certificate

Failure to annex all the required documents will lead in the rejection of the bidder’s proposal.   



Section B: Financial Proposal

1. Bidder Information

	Name of Proposing Organization:
	

	Name of Contact Person for this Proposal:
	

	Address:
	

	Phone:
	

	E‐mail:
	

	 Validity of the proposal (in days)
	

	 Date, stamp and signature 
	



2. Price offer

The service provider must fill in the below table to indicate price of services (in USD) for different amounts in different locations. Bidders not providing services in all locations can leave the relevant cell blank.

	From
	To
	Advance notice needed in days
	Amount of cash to be delivered (USD)

	
	
	
	Between 100 and 5,000 2,500 USD
	Between 5,001 and 10,000 USD
	Between 10,001 USD and 50000 USD
	Between 50,001 USD and 100,000 USD

	Above 100,001 USD

	HQ (US)
	Erbil
	
	
	
	
	
	

	
	Baghdad
	
	
	
	
	
	

	
	Basra
	
	
	
	
	
	

	
	Other Location Iraq
	
	
	
	
	
	

	
	Hasakeh
	
	
	
	
	
	

	
	Other location Syria
	
	
	
	
	
	

	Erbil (Iraq)
	Baghdad
	
	
	
	
	
	

	
	Basra
	
	
	
	
	
	

	
	Other Location Iraq
	
	
	
	
	
	

	
	Hasakeh
	
	
	
	
	
	

	
	Other location Syria
	
	
	
	
	
	



3. Annexes

Bidders must annex to their technical proposal the following documents:
· Bank account details.

Financial Proposal must be submitted in a separate document and in a separate email from the Technical Proposal. Failure to comply with this requirement will lead to the rejection of the bidder’s proposal. 
