
A nonprofit organization dedicated to advancing democracy worldwide 

 

 
REQUEST FOR PROPOSALS 

 

Procurement Number: ASIA2018LO2o 

Open Date: January 29, 2018  

Questions Deadline: February 2, 2018 

Closing Deadline: February 16, 2018  

Geographical Area Restrictions: Laos 

Point of Contact: Meryl Ertelt, Program Officer at, Mertlet@iri.org  

 

Background 

 

The International Republican Institute (IRI) is a nonprofit, nonpartisan, organization dedicated to 

advancing freedom and democracy worldwide.  Since 1983, IRI has worked to develop democratic 

institutions and ideals, carrying out a variety of international programs to promote freedom, self-

government and the rule of law worldwide.  IRI provides technical assistance in the areas of 

political party strengthening, developing civic institutions and open elections, promoting 

democratic governance and advancing the rule of law.  

 

IRI’s program in Laos provides Lao non-profit associations (NPAs) with the skills necessary to 

become effective and sustainable organizations that conduct mission-driven programs and 

represent citizen interests to public officials.  

 

The 2018 Advanced Program Management (APM) Training is designed to enhance rising and 

current NPA leader’s organizational skills to implement programs that protect the rights and 

legitimate interests of local communities. 

 

Period of Performance 

 

Signature of the contract through March 30, 2018  

 

Statement of Work 
 

IRI needs a trainer who understands the Lao environment for civil society development. IRI also 

wants to empower and encourage participants to more actively engage in civil society by providing 

them with the experience of hearing from a fellow citizen who has most likely faced the unique 

challenges posed to Lao NPAs.  

 

 

 

 

International  
Republican Institute 
1225 Eye St. NW, Suite 800 
Washington, DC 20005 
(202) 408-9450 
(202) 408-9462 fax 
www.iri.org | @IRIGlobal 

mailto:Mertlet@iri.org


 

Training Dates: 

 

Pakse training: March 22 – 23, 2018 

Luang Prabang training: March 26 – 27, 2018 

 

Contractors will be tasked with developing training modules that will be facilitated by the 

contractor during two, two-day APM Trainings in Pakse and Luang Prabang (both trainings have 

the same curriculum). Participants for each training will include 10 competitively selected, Lao 

rising or current NPA leaders who live and operate outside of Vientiane city. 

 

The contractor will develop the two training modules, which will be reviewed by IRI. Each 

module should be timed to take place over the period of a half-day. During the training, each 

module will be broken down into individual training sessions that include a brief lecture (30 

minutes max) and a corresponding activity. 

 

Module objectives include: 

 

1. Rising and current Lao NPA leaders are able to develop programs that sustainably and 

responsibly promote community interests 

2. Rising and current Lao NPA leaders understand how to effectively conduct outreach to 

the Lao government (at all levels), as well as other Lao NPAs, to promote activities that 

serve the legitimate interests of local communities. 

 

More details about the scope of work for each module is outlined in the attached application as 

annex 1. 

 

To demonstrate the contractors command of subject matter and ability to facilitate a dynamic 

training, IRI is asking each applicant to fill in the module outlines in the attached application. 

Responses in the outline should be brief and concise, yet descriptive enough for IRI to 

understand how the module will effectively teach and engage participants in the training topic, as 

well as reach the module’s overall objective. If selected to conduct the training, IRI will ask the 

contractor to provide a more detailed read-out of each session, as well as provide all of the 

materials noted in the outline prior to the training. 

 

Please note that there is no set number of sessions or activities for each module. Rather, 

contractors are expected to include the number of activities they think are necessary for 

participants to understand the points laid out in the scope of work.  

 

Contractor qualifications: 

 Able to attend all training days listed above. 

 Fluent in Lao language and a working understanding of English language. 

 

Preference will be given to contractors with the following qualifications: 

 Fluency in English language. 

 Experience holding a high level management position at a Lao NPA. 



 Experience developing and implementing training modules on programming and outreach 

techniques. 

 

Deliverables: 

Deliverable 1: Two full training modules and corresponding materials in English and Lao 

submitted to and approved by IRI. 

 

Initial review of module: March 2, 2018, 5PM EST 

**If module submitted in Lao only, it must be submitted to IRI by February 23, 5PM 

EST. 

 

Reviewed module returned to contractor: March 5, 2018, 5PM EST. 

 

Finalized module submitted to IRI: March 9, 2018, 5PM EST. 

 

Deliverable 2: Training facilitated by the contractor in Pakse and Luang Prabang. For the 

deliverable to be met, IRI must observe the trainings and deem each training as following the 

outline submitted in deliverable 1. 

 

Technical Proposals  
 

All proposals submitted to IRI must include: 

 

1. The attached application annex 1, completed in full. 

2. Expert rate information form  

3. If the Bidder is a U.S. organization/resident, or a foreign organization/resident which has 

income effectively connected with the conduct of activities in the U.S. or has an office or 

a place of business or a fiscal paying agent in the U.S., the information submitted must 

contain Bidder’s Taxpayer Identification Number. 

 

Price Proposals  
 

Price should be presented as a total cost of services that is broken down by deliverable, 

considering cost of labor and translation. If the contractor does not plan to translate their modules 

and corresponding materials to English themselves, that should be noted in the proposed cost. 

 

IRI will provide accommodations for the contractor in Pakse the nights of March 21 – 23, and in 

Luang Prabang the nights of March 24-27, 2018. IRI will also provide domestic travel (airfare, 

train or bus) for the contractor from a domestic location to Pakse; from Pakse to Luang Prabang; 

and Luang Prabang to a domestic location. 

 

Bidders must propose a firm-fixed Unit Price for each of the deliverables identified.  The Bidder’s 

pricing must be valid for at least 60 (sixty) calendar days after the due date for proposal submission. 

The proposed Unit Price should be fixed and inclusive of all costs to perform, including inspection 

services, transportation, taxes, import duties (if any), and other levies. Proposals must be submitted 

USD Currency.  

 

 

 



Evaluation and Award Process 

 

1. IRI may contact any Bidder for clarification or additional information, but Bidders are 

advised that IRI intends to evaluate the offers based on the written proposals, without 

discussions, and reserves the right to make decisions based solely on the information 

provided with the initial proposals. IRI may but is not obligated to conduct additional 

negotiations with the most highly rated Bidders prior to award of a contract, and may at its 

sole discretion elect to issue contracts to one or more Bidders. 

2. Mathematical errors will be corrected in the following manner: If a discrepancy exists 

between the total price proposed and the total price resulting from multiplying the unit 

price by the corresponding amounts, then the unit price will prevail and the total price will 

be corrected. If there is a discrepancy between the numbers written out in words and the 

amounts in numbers, then the amount expressed in words will prevail. If the Bidder does 

not accept the correction, the offer will be rejected.  

3. IRI may determine that a proposal is unacceptable if the prices proposed are materially 

unbalanced between line items or sub-line items. Unbalanced pricing exists when, despite 

an acceptable total evaluated price, the price of one or more contract line items is 

significantly overstated or understated as indicated by the application of cost or price 

analysis techniques. A proposal may be rejected if IRI determines that the lack of balance 

poses an unacceptable risk.  

 

IRI intends to make an award to the responsible Bidder based on the following evaluation  

factors: 

 

a) Demonstrated ability to develop and implement modules listed in the 

solicitation – 15 percent 

 

b) Proposed Modules: 

 

 Are relevant to the context of rural Lao NPAs 

 Include activities that engage training participants in the learning 

process 

 

c) Past performance and experience in performing similar projects – 35 percent 

 

 Length and depth of experience working in Lao civil society -15 percent  

 Ability to facilitate trainings community engagement and NPA outreach 

as demonstrated through past performance 10 – percent  

 Experience engaging with Lao government leaders 10- percent  

 

d) Compliance with security and other administrative requirements – 10 percent 

 

 Complete application package submitted by the due date 

 Application is clear and easily understandable 

 

e) Price – 20 percent 

 

 Reasonable cost for preparation 10 percent  

 Reasonable cost for preparation 10- Percent 



 

IRI intends to evaluate Bidders’ proposals in accordance with these factors and make an award 

to the responsible Bidder whose proposal is most advantageous to the program.    

 

4. If a cost realism analysis is performed, cost realism may be considered in evaluating 

performance or price.  

 

Submission Instructions 

Bids must be submitted via email to Meryl Ertelt, at Mertlet@iri.org  with the subject line 

ASIA2018L02o by the deadline listed above. 

 

RFP Terms and Conditions 

 

1. Prospective Bidders are requested to review clauses incorporated by reference in the 

section “Notice Listing Contract Clauses Incorporated by Reference”. 

2. IRI may reject any or all proposals if such is within IRI’s interest. 

3. Proof of costs incurred, such as but not limited to receipts, pictures and financial 

documents, may be requested during and for up to three years after the end of the contract 

period.  

4. The Bidder’s initial proposal should contain the Bidder’s best offer.  

5. Payment will be made upon receipt of invoices and deliverables/services. 

6. Discussions with Bidders following the receipt of a proposal do not constitute a rejection 

or counteroffer by IRI. 

7. IRI will hold all submissions as confidential and submissions shall not be disclosed to third 

parties. IRI reserves the right to share proposals internally, across divisions, for the 

purposes of evaluating the proposals.  

8. For any currency conversion, the exchange rate to US Dollars listed on oanda.com on the 

closing date of this solicitation shall be used.  

9. Every contract will contain provisions governing termination for cause and termination for 

convenience. 

10. By submitting a proposal, offeror agrees to comply with all terms, conditions, and 

provisions included in the solicitation and agreement to the services identified above, and 

will specifically identify any disagreement with or exceptions to the terms, conditions, and 

provisions. 

11. Offerors confirm that the prices in the proposal/proposal/application/quote have been 

arrived at independently, without any consultation, communication, or agreement with any 

other Bidder or competitor for the purpose of restricting competition. 

12. Bidders agree to disclose as part of the proposal submission: 

o Any close, familial, or financial relationships with IRI staff and agents. For 

example, the Bidder must disclose if a Bidder’s mother conducts volunteer trainings 

for IRI. 

o Any family or financial relationship with other Bidders submitting proposals. For 

example, if the Bidder’s father owns a company that is submitting another proposal, 

the Bidder must state this. 

o Any other action that might be interpreted as potential conflict of interest. 

 

Notice Listing Contract Clauses Incorporated by Reference 

IRI is required to make the contractor subject to certain flowdown clauses of the prime award. This 

awarded contract will incorporate one or more clauses by reference, with the same force and effect 
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as if they were given in full text. Where “flow-down” to the contractor is applicable, references to 

“USAID/Department of State” shall be interpreted to mean “IRI”, “Recipient” to mean 

“Contractor”, and “Subrecipient” to mean “lower-tier subcontractor.” Included by reference are 

the applicable provisions contained in Appendix II to 2 CFR Part 200 and USAID Standard 

Provisions for Non-US Non-governmental Organizations/US Department of State Standard Terms 

and Conditions. 

 

IRI Obligations 

Issuance of this RFP does not constitute an award commitment on the part of IRI, nor does it 

commit IRI to pay for costs incurred in the preparation and submission of a proposal or quotation.  

 

Required Certifications 

The following certificates need to be signed by all Bidders. These certifications are an integral part 

of the quotation/proposal. Please print them off and send back to us with your proposal after 

signature on each certificate. They are:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

EXPERT RATE INFORMATION 

 Name (Last, First, Middle) Proposed Rate:   Daily                      Hourly 

Rates should be given for the last three (3) years.  If employment history/salary information is applicable, list 

salaries separate for each year.  If expert services is applicable, indicate the type of rate daily/hourly. 

 
EMPLOYMENT HISTORY - SALARY 

 
POSITION TITLE EMPLOYER’S NAME AND 

ADDRESS 

POINT OF CONTACT 

&TELEPHONE # 

Employment Period 

(M/D/Y) 

Annual Salary1 

U.S. Dollars Fro

m 

To 

     

     

     

SPECIFIC EXPERT SERVICES  

SERVICES 

PERFORMED/TITLE 
CLIENTS NAME AND 

ADDRESS 

POINT OF CONTACT 

&TELEPHONE # 

Service Period (M/D/Y) Units 

at 

Rat

e 

Daily/Hourl

y  Rate2 In 

U.S. Dollars 

Fro

m 

To 

      

      

      

      

      

      

CERTIFICATION: To the best of my knowledge, the above facts as stated are true and correct. 
Signature  Date 

 

 

 

 

 

 

 

                                                 
1 Basic periodic payment for services rendered. Exclude bonuses, profit-sharing arrangements, commissions, consultant fees 

extra or overtime work payments, overseas differential or quarters, cost of living or dependent education allowances. 

 

2 A form of management fee whereby the client pays a set fee for providing professional services. Exclude cost reimbursements, 

bonuses, overtime work payments, overseas differential or quarters, cost of living, and any other allowances. 



Annex -1 

 

IRI - LAOS 

International Republican Institute - Asia Division  ∙  www.iri.org  ∙  @iriglobal  ∙  #IRIAsia 

 

 

 

 

OVERVIEW: 

 

IRI is hosting an Advanced Program Management (APM) Training series for rural non-profit 
association (NPAs) representatives. IRI is seeking an experienced and professional Lao 
contractor to supplement modules on international best practices for program design, 
management and outreach with modules relating specifically to the Lao context. 
 
Contractors will be tasked with developing training modules that will be facilitated by the 
contractor during two, two-day APM Trainings in Pakse and Luang Prabang (both trainings 
have the same curriculum). Participants for each training will include 10 competitively 
selected, Lao rising or current NPA leaders who live and operate outside of Vientiane city. 
 
PERSONAL INFORMATION 

 
Full Name  
Preferred Name  
Gender  
Age  
Place of Residence  
Email  

 
PROFESSIONAL QUALIFICATIONS 

 
Current place of work  
Title  
Main job responsibilities  

 
Other than your current place of employment, please list where you were a full-time 
employee in the last five years: 
 

Organization Title Responsibilities 
   
   
   

 
 
 
 
 
 

ADVANCED PROGRAM MANAGEMENT (APM) TRAINING 

CONTRACTOR APPLICATION 
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Describe one specific activity you have (or had) a leading role in implementing that promotes 
the rights and interests of the Lao people: 
 

Objective of activity 
 
 

Your role in activity 
implementation 

 

Start and end dates  
How did this activity 
promote the rights and 
interests of the Lao 
people? 

 

How did this activity 
promote community 
engagement in local 
governance? 

 

What is the impact of the 
activity? 

 
 
 
 

 
TRAINING MODULES 

 
The contractor will develop the two training modules delineated below, which will be 
reviewed by IRI. Each module should be timed to take place over the period of a half-day. 
During the training, each module will be broken down into individual training sessions that 
include a brief lecture (30 minutes max) and a corresponding activity. 
 
To demonstrate the contractors command of subject matter and ability to facilitate a 
dynamic training, IRI is asking each applicant to fill in the module outlines below. Responses 
in the outline should be brief and concise, yet descriptive enough for IRI to understand how 
the module will effectively teach and engage participants in the training topic, as well as 
reach the module’s overall objective. If selected to conduct the training, IRI will ask the 
contractor to provide a more detailed read-out of each session, as well as provide all of the 
materials noted in the outline prior to the training (see deadlines in the request for 
applications). 
 
Please note that there is no set number of sessions or activities for each module. Rather, 
include the number of activities you think are necessary for participants to understand the 
points laid out in the scope of work. If you need more space, please attach a word document 
to your application with the extra content, clearly citing what the extra content is 
supplementing. 
 
For more details on contractor qualifications and application requirements, please see the 
attached request for applications (RFP). 
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Module Example 

For the purpose of this application, a successful outline would include the amount and type of 
content in the below example: 
 

MODULE XX 
Session 1 

Session Objective Participants understand how to design logical programs that 
achieve specific, measurable goals. 
 

Overview of lecture Lecture Topics: 
1. Setting a strategic goal; 
2. Using a logic model to orient activities toward achieving 

a strategic goal. 
 
Lecture structure: 
IRI will provide an overview of each topic through a guided 
PowerPoint presentation. For the first topic, IRI will define the 
term ‘strategic goal’ and provide examples of well-developed 
strategic goals from both international and Lao organizations. 
For the second topic, IRI will explain why a logic model is an 
important tool for planning effective activities. IRI will walk 
participants through an example logic model, explaining what 
constitutes as an input, program activity, output, outcome and 
impact. 
 

Activity As a group, IRI will first walk participants through developing 
a logic model. Participants will then be tasked with completing 
a logic model for an upcoming activity of their choice. Once 
participants have completed their own logic model, 
participants will have the option to share the model with the 
group and ask for feedback. 
 

Materials PowerPoint presentation; logic model templates 
 

Other comments IRI conducted a training on program design in 2016 for 25 
NPA leaders in Savannakhet.  
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Module 1 

Module Objective: Rising and current Lao NPA leaders are able to develop programs that 
sustainably and responsibly promote community interests. 
 
Scope of Work: Prior to the contractor’s module, IRI will train participants on program 
design, calling on international best practices for implementing mission-driven programs. 
The contractor will build off of IRI’s training content and discuss best practices for NPA 
programming in Laos. The contractor’s module should include information and activities on 
the following: 

 Best practices for engaging local leaders and members of beneficiary communities in 
program activities; 

 Lessons learned from conducting community-based activities in Laos, including 
strategies for overcoming challenges faced by Lao NPAs. 
**Note: It is suggested that the contractor include in this module an opportunity for 
participants to discuss solutions for programming challenges they personally face. 

 
MODULE 1 
Session 1 

Session Objective  
 

Overview of lecture Lecture Topics: 
 
 
 
Lecture structure: 
 
 
 
 
 
 

Activity  
 
 
 
 
 
 
 

Materials  
 

Other comments  
 

Session 2 
Session Objective  
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Overview of lecture Lecture Topics: 
 
 
 
Lecture structure: 
 
 
 
 
 
 

Activity  
 
 
 
 
 
 
 

Materials  
 

Other comments  
 

 
Module 2 

Module Objective: Rising and current Lao NPA leaders understand how to effectively 
conduct outreach to the Lao government (at all levels), as well as other Lao NPAs, to promote 
activities that serve the legitimate interests of local communities. 
 
Scope of Work: Prior to the contractor’s module, IRI will train participants on organizational 
branding and best practices for outreach to funders. The contractor’s module will speak 
directly to the Lao context, focusing on outreach to local government authorities, the 
National Assembly (NA) and possible programming partners. The contractor’s module 
should include information and activities on the following: 

 Ways to effectively conduct government outreach on the local and national level to 
promote legitimate community interests; 

 How to make connections with other NPA leaders, as well as how to use NPA 
partnerships to strengthen programming (such as expanding the reach of program; 
lending specific skills or services to program activities, etc.). 

 
MODULE 1 
Session 1 

Session Objective  
 

Overview of lecture Lecture Topics: 
 



 
 

  
 

International Republican Institute - Asia Division  ∙  www.iri.org  ∙  @iriglobal  ∙  #IRIAsia  

 
 
Lecture structure: 
 
 
 
 
 
 

Activity  
 
 
 
 
 
 
 

Materials  
 

Other comments  
 

Session 2 
Session Objective  

 
Overview of lecture Lecture Topics: 

 
 
 
Lecture structure: 
 
 
 
 
 

Activity  
 
 
 
 
 
 
 

Materials  
 

Other comments  
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PRICE APPLICATION 

 
Price should be presented as a total cost of services that is broken down by deliverable, 
considering cost of labor and translation. If the contractor does not plan to translate their 
modules and corresponding materials to English themselves, that should be noted in the 
proposed cost. 
 
IRI will provide accommodations for the contractor in Pakse the nights of March 21 – 23, and 
in Luang Prabang the nights of March 24-27, 2018. IRI will also provide domestic travel 
(airfare, train or bus) for the contractor from a domestic location to Pakse; from Pakse to 
Luang Prabang; and Luang Prabang to a domestic location. 
 

Deliverable Contractor’s price per deliverable 
Deliverable 1: Two full training modules and 
corresponding materials in English and Lao 
submitted to and approved by IRI. 

 
 
Notes: 

Deliverable 2: Training facilitated by the 
contractor in Pakse and Luang Prabang. For the 
deliverable to be met, IRI must observe the 
trainings and deem each training as following the 
outline submitted in deliverable 1. 

 
 
 
 
Notes: 

Total cost of contract:  
 
 
 

 

 

 

 


