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REQUEST FOR PROPOSAL

Please read this entire document. 

Save pages 7 &8, 9  and 10 as separate documents, complete and upload 
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1 
Background 

The Samoa In-Country Training Programme is funded by the Governments of Samoa, New Zealand and Australia. From the 1 July 2008, the In Country Training Programme is managed in Samoa through the Oloamanu Professional Development Centre at the National University of Samoa.  The programme is designed to help eliminate poverty — specifically poverty of opportunity — by extending choices through skill development. The goal of the programme is to assist Samoa to manage and administer the provision of practical, high quality and effective short courses for public, private and NGO sectors so they can better manage their own affairs and deliver intended services and products. The In-Country Training Programme provides training participants can apply immediately upon return to work. 

The Government of Samoa Procurement Guidelines are applied. CVs and Training Proposals must meet or exceed Credibility and Training Effectiveness benchmarks of 70%. After which the Proposals will be assessed for cost effectiveness. 
We expect to receive many responses and have limited space on our server. For this reason please remove all logos and other pictures from your documents before you send them. Documents including logos and pictures will be rejected unread.

This document contains:

· The Request for Proposal process 

· The Criteria used to assess Proposals

· Request for Proposal Instructions 

· Briefing notes for successful applications

The Programme Covers

1. The cheapest  (Economy) direct return flight, transfers and insurance 

2. A per diem, currently estimated at SAT $507 /night (NZ$316 subject to exchange rate), to cover accommodation, food & incidentals (revised quarterly)

3. Professional fees (for the number of days on the draft budget) at the rate negotiated

4. Training related expenses (with receipts)

Professional Fee rates

Rates for overseas trainers and local trainers ranges from NZ$600-$1000 a day. $1000 is rarely paid.  Note the rates are in NZ$ based on NZAID policy. However, please submit your budgets in SAT$. Note that for final payments SICTP-M will use the exchange rate on the day when payment is processed.
	Trainers in Samoa
	Overseas trainers
	Overseas trainers

	Fees for a 5 day course
	Fees for a 5 day course 
	Fees for a 10 day course

	4 day preparation in Samoa
	1 day preparation in home country
	2 day preparation in home country

	
	3 days preparation on location (includes weekend)
	6 days preparation on location (includes weekends)

	5 days delivery
	5 days delivery
	10 days delivery

	
	2 days travel
	2 days travel

	1 day report writing
	1 day report writing
	1 day report writing


2 
The Request for Proposal Process 

	Request for Proposal. This is a one stage process
The RFP is to consist of five separate documents:

1 Trainer Contact details, Referee contact details, Signatory to Contract 

2 A full Curriculum Vitae, with dates

3. Response to the Criteria

4 A full Training Proposal

5 A Complete Budget in SAT$
Base your budget on an actual itinerary. Plan to travel to Samoa so that you have one full working day before the training (travel on Wednesday or Thursday).

Samoa In Country Training Programme Management will directly pay travel, transfers & insurance booked via agency nominated in the briefing notes, otherwise these will be paid on the invoice upon completion of the training. See Briefing Notes
The website www.samoaictp.ws contains the numbered Requests for Training, and template documents for the Training Proposal, Critera, Budget and Trainer Registration to download.

The CV and proposal documents are to be in Microsoft Word, the budget in Excel, all in English and uploaded as separate attachments at www.samoaictp.ws/send.  Please tailor your proposal to the criteria that will be used to assess it.  Make it very specific.  Consider the trees and keep document size to a minimum.
Each message you send to Samoa In Country Training Programme Management www.samoaictp.ws/send must have the code number of the course in the Subject line. Each document you send must include in its file name the code number of the course and your name.  Documents including logos and pictures will be rejected unread.

The Samoa In Country Training Programme Management’s mailing list advises of additional training opportunities, and notifies immediately of any changes.  Please go to the website to subscribe to it.

	Final decision 

The selection decision is made by Samoa In Country Training Programme Management and the Requesting Organisation.  Samoa In Country Training Programme Management reserves the absolute right to accept or reject any or all RFP prior to any negotiations or awarding of a contract.  The decision is final.

	Fees, Budget, Contract, Training Plan,

Once the fee rate is agreed and the budget approved the contract will be signed. The successful trainers will prepare a full training plan in association (by email and phone) with the organization in Samoa that requested the training. They will also complete an advertisement and a pre/post test. 


3 Criteria To Assess The Request for Proposal 

	
	CRITERIA to Select Individual Trainers
	Weight

	A
	CREDIBILITY
	

	
	Expertise:
	

	1
	On-the-job experience in the last 5 years, in type and level of work and in the sector (Public, Private, NGO) relevant to training requested.
	10

	2
	Qualification is directly relevant to training content
	10

	3
	Delivered training, in the last 5 years, in the topics requested
	10

	4
	Knowledge of the area requested for training, as it applies to Samoa
	10

	5
	In the last 5 years, delivered training for communities in South Pacific/ New Zealand/Australia for whom English is a second language
	20

	6
	Recognised relevant qualification in Training Adults and/or Education
	20

	7
	Language

Fluent in Samoan 

Fluent in English. 
	10

10

	
	In this section proposals must meet a bench mark of 70%
	100

	B
	TRAINING EFFECTIVENESS. Essential Requirements
	

	
	Proposal demonstrates effective training planning and delivery:
	

	8
	Proposal is customised to meet the requirements in the relevant Request for Training document
	10

	9
	Training design ensures skills are transferred to the workplace
	10

	10
	Training design includes pre-post measurement of changes in learning 
	10

	11
	Training design is participant centred
	10

	12
	Training design is action based
	10

	13
	Training design includes a variety of resources to address different learning styles
	10

	
	Documentation demonstrates effective training outcomes 

Evidence from evaluations of previous training, employer, funder.  Written and numeric summaries of results.
	

	14
	Positive end-of-training participant responses (e.g. summaries of end-of-training questionnaires)
	10

	15
	Increased knowledge (e.g. summaries of pre/post tests)
	10

	16
	Behaviour change - participants apply the skills learnt in the work place (e.g. summaries of tracer studies, reports by managers etc)
	10

	17
	Organisational impact (e.g. the changed behaviour resulted in quantifiable savings for the organisation)
	10

	
	In this section proposals must meet a bench mark of 70%  
	100

	C
	COST EFFECTIVENESS Budget
	


1. Practical recent experience doing the type of work & under conditions relevant to training in the relevant sector

2. Qualification is directly related to the area or topic of training requested.
3. Properly trained to train adults.  Experience in delivering training (not lecturing) directly related to this topic. 
4. Qualified to deliver this training topic. Knows conditions in Samoa. Can modify to suit.

5. Level of language is appropriate to intended participants. Experience in training in multi cultural environment.

6. Qualified as a adult trainer as holder of recognised qualification in adult teaching
7. Participants learn better if the trainer is fluent in Samoan.  Appropriate Samoan language in the right context. Contract requires reports in English.  
8. Training design directly linked to the specifications required of the training.
9. The design delivers what is requested rather than what trainer knows.  It is not pre-packaged. 
10. Designs starts where participants are up to. And on conclusion, can demonstrate whether or not participants learnt. 

11. Emphasis in design is on practical application (rather than theory).  

12. Design demonstrates the participants spend more time doing than the trainer spends talking.  

13. Emphasis on opportunities to practice relevant skills.  

14. People learn in different ways – doing, seeing, hearing (and in that order).  

15. - 17.  Trainers provide summary evidence (written and numeric) from previous training and impact assessments undertaken by funders/employers.  Proposed training design (and past training) achieves these outcomes.

4
Checklist For Registering A Request for Proposal

Check list of documents and actions to complete a Request for Proposal

	Documents
	Name the document

eg
	Actions
	Tick When complete

	Curriculum Vitae
	S117 CV your surname.doc

Eg S117 CV Smith.doc
	Upload your own.
	

	Criteria Template.

Pages 7 & 8
	S117 criteria your surname.doc

Eg S117 criteria Smith.doc
	Save the page as a separate document, complete & upload it Include  evidence of outcomes
	

	Trainer Registration, Referee, Signatory to Contract. Page 9
	S117 contact your surname.doc

 Eg S117 contact Smith.doc
	Save the page as a separate document, complete & upload it
	

	Training Proposal.

Template on Page 10
	S117 proposal your surname.doc

Eg S117 proposal Smith.doc
	Save the form as a separate document, complete & upload it
	

	Budget
	S117 budget your surname.xls

Eg S117 budget Smith.xls


	Save the Excel document as instructed, complete & upload it.  Use SAT$
	


Each message you send to Samoa In Country Training Programme Management must have the code number of the course in the Subject line.

Each document you send must include in its file name the code number of the course, the type of document and your name

Eg

S117 contact Smith.doc 

S117 CV Smith.doc
S117 proposal Smith.doc
S117 Criteria Smith.doc 

S117 budget Smith.xls

5 Criteria  Template 

Copy this page as a separate document. Remove 5 and complete it

	
	CRITERIA to Select Individual Trainers

	A
	CREDIBILITY

	
	Expertise:

	1
	On-the-job experience in the last 5 years, in type and level of work and in the sector (Public, Private, NGO) relevant to training requested.



	2
	Qualification is directly relevant to training content



	3
	Delivered training, in the last 5 years, in the topics requested



	4
	Knowledge of the area requested for training, as it applies to Samoa



	5
	In the last 5 years, delivered training for communities in South Pacific/ New Zealand/Australia for whom English is a second language



	6
	Recognised relevant qualification in Training Adults and/or Education



	7
	Language

Fluent in Samoan 

Fluent in English. 

	
	In this section proposals must meet a bench mark of 70%

	B
	TRAINING EFFECTIVENESS. Essential Requirements

	
	Proposal demonstrates effective training planning and delivery:

	8
	Proposal is customised to meet the requirements in the relevant Request for Training document



	9
	Training design ensures skills are transferred to the workplace



	10
	Training design includes pre-post measurement of changes in learning 



	11
	Training design is participant centred



	12
	Training design is action based



	13
	Training design includes a variety of resources to address different learning styles

	
	Documentation demonstrates effective training outcomes 

Evidence from evaluations of previous training, employer, funder.  Written and numeric summaries of results.



	14
	Positive end-of-training participant responses (e.g. summaries of end-of-training questionnaires)



	15
	Increased knowledge (e.g. summaries of pre/post tests)



	16
	Behaviour change - participants apply the skills learnt in the work place (e.g. summaries of tracer studies, reports by managers etc)



	17
	Organisational impact (e.g. the changed behaviour resulted in quantifiable savings for the organisation)



	
	In this section proposals must meet a bench mark of 70%  

	C
	COST EFFECTIVENESS Budget


Copy this page as a separate document. Remove .6 and complete it

6
Contact details

Name of course:​​​​​​__________________________________________________

Trainer

	Name of Trainer
	

	Postal Address
	

	email
	

	Work ph
	

	Home ph
	

	Cell 
	


Referee

	Name of Referee
	

	Country
	

	email
	

	Work ph
	

	Cell 
	

	Why nominated
	


Contact details of person/company who will sign contract 

	Same as the trainer 
	

	Name of signatory
	

	Name of Company
	

	Postal Address
	

	email
	

	Work ph
	

	Fax
	

	Cell 
	


Survey of advertising effectiveness for our records:

How did you know about the opportunity to bid for this work?

	Newspaper (which one?)
	Mailing list invitation
	.  Individual email contact.
	Website.
	Other (specify).


	
	
	
	
	


Copy this page as a separate document. Remove the wording ‘Template’ and the instructions and complete it
7
Training Proposal Template.

This example can serve as a model for your training proposal. Please organise your training proposal by listing for each day (or half day) of training the Objectives, Outcomes,  Resources. Content and Approach that will be used. 

	Day
	Objectives (from Request for Training)
	Outcomes
	Resources
	Content of training
	Approach

Show how the methodologies used will achieve the outcomes.

Include testing and evaluation

Indicate the parts the Samoan Co-trainer may deliver

	
	
	
	
	
	


8
If You Are Successful

	Contact people
	Contact details
	Responsibilities

	Oloamanu Professional Development Centre, National University of Samoa

Maualaivao Maima Koro (Ms)

SICTP Manager

Solinuu Johnson
Administrative Coordinator

SICTP

	Oloamanu Professional Development Centre, NUS.

PO. Box 861. Apia, Samoa

m.koro@nus.edu.ws

ph (685) 27896/97/99

	Holds the contract with NZAID to manage ICT in Samoa. Responsible for contracts, approval of costs, payment of per diems, approval & payment of invoices, liaison with Government of Samoa, selection and briefing of trainers, approval of training plans & final report, monitoring and evaluation
Ms Koro will do your accommodation arrangements

You pay for the accommodation before you travel

	Jacqui Fepuleai
Manager


	Global Travel Ltd
PO. Box 732, Apia, Samoa

Tel: 685 23791

Fax: 685 22457

Email: globaltravel@ipasifika.net

	Travel, transfers, business travel insurance, courier tickets



	Requesting Organisation
	Named and contact details provided in the Request for Training Document
	This is the Organisation that requested this training. It is responsible for providing a Co-Trainer and all the Coordination required for the course. Should respond to all queries




Your process

· Within five days of advice of winning the contract, provide to Samoa In Country Training Programme Management an itinerary from a travel agent that shows dates of travel. 
· 4 WEEKS BEFORE THE TRAINING, YOU MUST PROVIDE TO THE SICTP MANAGEMENT ALL TRAINING MATERIALS INFORMATION SO THEY CAN PRINT AND PHOTOCOPY FOR COMPILATION OF THE PARTICIPANTS’ TRAINING FOLDERS.
· For your accommodation, please liaise with Ms Koro (SICTP Manager) within ten days of winning the contract who will make the accommodation arrangements for you. Five days before you arrive, Ms Koro will give you the accommodation details, the name and phone number of the place where you will stay and itemised costs. 
· Contact the Co-Trainer (whose name and contact details are on the Request for Training) and together complete the planning for the training.  Include in the plan which parts the Co-Trainer will deliver, and weave throughout the training plan, how the trainer will assist participants to implement the skills once training has ended and they are back at work. 

· As a condition of the contract the trainer provides this agreed training plan, and any revisions, for approval to the Samoa In Country Training Programme Management.

· Provide for approval, to Samoa In Country Training Programme Management, a test (and answer sheet) to assess knowledge and skills. The pre and post tests are not open book exercises. Answers are given to SICTP Management ONLY. 
·  Provide for approval, to Samoa In Country Training Programme Management, a one-page summary that the requesting organisation can use to advertise the course.  The document will contain relevant criteria the requesting organisation can apply to select participants (such as organisation size (private sector), job level, job function and prior, relevant education); specify the target group (as identified in the Request for Training form); and notes the level and coverage of the training
· Samoa In Country Training Programme Management will advise you within 5 days of receiving Samoa’s approval of your training plan and CV.

· Samoa In Country Training Programme Management will pay Global Travel Ltd directly for your travel. Global Travel Ltd will courier/email your tickets 5 working days prior to travel. 

Per Diems
There are two options:

1.  We make your per diem payment of N=X nights (as identified in the itinerary) in advance.  (when you arrive)
2. We pay everything at the end

Please advise us which option you prefer by return email and provide the following details so we can make payments electronically

Bank details: NZ

This should be 15 digits

Account Name:

Bank Code

Branch Code

Account number and Suffix

Bank details: International

Account Name:   

Account Number:  

Bank name: 

Bank Branch:  

Bank address: 

· Before you travel make appointments to meet, on the Friday before training, with your Co-Trainer and the Samoa In Country Training Programme Management. 
· Ensure every participant attempts the test both at the beginning and at the end of training. Include a summary of the results in the report. You must do this in order to be paid. Pre and post tests are not open book exercises. Answers are to be send to SICTP Management ONLY. 
· Use the end of training questionnaire to collect the monitoring and evaluation information before lunch of the last day of training. This and the test are the basis of the report and payment depends on you doing it. YOU MUST THE QUESTIONNAIRE PROVIDED ONLY. NO MODIFICATIONS ALLOWED. 
· Deliver the training.

· Before you depart from Samoa, leave one copy of course materials with the Samoa In Country Training Programme Management and one copy with the Requesting Organisation
· You must seek endorsement of SICTP Management FIRST before you purchase any training materials/aids eg. Videos, laptops, softwares etc. 
Expectations

· You will not give media interviews. The Co-Trainer or the participants at training give interviews. 
· Any media photos you are involved in must be in a group or participants photo only. No individual media photos allowed under no circumstances. 
· You will be culture and gender sensitive.

· You will work with the Co-trainer and the Training Coordinator to ensure the course meets Samoan needs.  Be prepared to learn.  

· You will prepare and deliver participant-centred activity-based training.

· Participants will have fun.

· You help participants plan how they will apply what they have learnt when they have finished training.

· During working hours you will wear clothing which covers your arms and legs. Men wear trousers.  Women do not wear trousers to work. 

· You will be objective at all times.

· Avoid walking by yourself at night in areas where lighting is poor.

No payment will be made until the report is completed and approved – See your contract for instructions and format of report.
