Ref: RFP002-26-BTB
Ref: RFP002-26-BTB
Request for Proposal (RFP)

Edit and Design Project Knowledge Products (print and digital) to propagate successful circular economy models

Helvetas invites interested parties to provide services or works as described below.
1. [bookmark: _Ref386718627]Contract description
HELVETAS is an independent development organization based in Switzerland with affiliated organizations in Germany and the United States. HELVETAS has been active in Vietnam since 1995, working in areas such as agriculture, biodiversity conservation, forestry, ecotourism, and rural economic development.
Under the European Union’s SWITCH-Asia Programme, HELVETAS Vietnam is implementing the project “Circular Economy Cocoa: From Bean to Bar.” The project aims to promote circular economy solutions in Vietnam’s cocoa and agri-food sectors to improve resource efficiency, environmental sustainability, and farmer livelihoods. Since 2022, the project has been working with cocoa enterprises, cooperatives, and farmer groups across several cocoa-growing provinces in the Mekong Delta and Central Highlands.
The project has developed approximately 12 technical reports documenting circular economy models and solutions. To enhance accessibility and support replication, HELVETAS seeks a qualified consultant/service provider to edit and design these materials into user-friendly knowledge products for diverse audiences (farmers, entrepreneurs, academics, policy-makers and general audience).
The required services or works details are annexed in this document. 
2. Timetable 
	
	DATE
	TIME - CET

	Tender announcement
	From 24 Apr 2026 to 25 Apr 2026
	Hanoi Time
(GMT+7)

	Video call information session (if applicable)
	N/A
	N/A

	Deadline for written enquiries to email
	28 Apr 2026
	17:30

	Last date for Helvetas to issue clarifications (clarifications can be found in the same link where the tender dossier was posted in Helvetas website)
	30 Apr 2026
	17:30

	 Deadline for submitting offers to email account [footnoteRef:1] [1:  Any application received after this deadline will not be considered.] 

	03 May 2026
	17:00


3. [bookmark: _Ref386718606]Nature of the contract
Service or Works contract (agreement). 
4. Negotiations
Helvetas reserves the right to enter into negotiations with all or part of eligible bidders in order to amend and/or complete their original offers. 
Negotiations may concern the technical, financial, legal and other aspects of the contract.
5. Eligibility
Participation is open to all legal entities registered in the country. The consultant(s) should be Vietnamese citizen.
In case of services, consultants included in an offer cannot be part of other bidders' offer, in which case they will be excluded from the procedure without further evaluation.
Civil servants and persons elected or appointed in a public function are ineligible to participate as consultants in the tender procedure for this contract; except those who serves at self-employed institutes, universities or equivalent institutions.  Any offer containing any of such persons will be excluded from the procedure without further evaluation.
6. Costs for preparing offers 
No costs incurred by the bidder in preparing and submitting the offers are reimbursable. Such costs fall under the responsibility of the bidder, including the costs incurred during negotiating and interviewing process.
7. Sub-contracting
Sub-contracting services to another legal person is not allowed.
8. Provisional commencement date of the contract
The contract is anticipated to start on 08 May 2026.
9. Initial period of execution and possible extension of the contract
Services or works are anticipated to be provided between 08 May 2026 and 20 Jun 2026.   
10. Evaluation of offers
Each offer will be evaluated in accordance with the criteria and the weighting as detailed below. 
The entire evaluation procedure is confidential. The Purchasing Panel (PP) decisions are collective. The members of the PP are bound to secrecy. The evaluation reports and written records are for official use only and may be communicated neither to the bidders nor to any party other than Helvetas.
10.1 Eligibility criteria
Only the companies/organisations/consultants that provide signed forms below will be processed for further evaluation:
· Eligibility Documentation Form (See ELIGIBILITY DOCUMENTATION part below) and 
· Application Form (See PART 1 – APPLICATION PACKAGE part below)

10.2 Evaluation criteria of eligible offers
Criteria for evaluation of the Technical offer
	Requirements
	Documentary evidence

	Experience & Portfolio: Proven track record in editing and designing technical reports or manuals for international NGOs or development projects.
	Detailed Proposal 

	Creative Capacity: Ability to transform complex academic data into "popular science" content using infographics, diagrams, and modern layouts.
	Detailed Proposal 

	Bilingual Proficiency: Demonstrated skill in high-quality technical editing and formatting in both English and Vietnamese.
	Detailed Proposal

	Work Plan: A realistic work plan to meet the tight delivery deadline.
	Detailed Proposal



Criteria for evaluation of the financial offer: 
	Requirements
	Documentary evidence

	Competitiveness: A competitive and detailed breakdown of costs, demonstrating value for money and strictly following EU Cost Norms (2022). 

	Financial offer in VND


The weighting of the criteria for evaluation of technical and financial offers are as follows:
	Criteria
	Max points

	Technical offer
	70

	Experience & Portfolio: Proven track record in editing and designing technical reports or manuals for international NGOs or development projects.
	30

	Creative Capacity: Ability to transform complex academic data into "popular science" content using infographics, diagrams, and modern layouts.
	20

	Bilingual Proficiency: Demonstrated skill in high-quality technical editing and formatting in both English and Vietnamese.
	10

	Work Plan: A realistic work plan to meet the tight delivery deadline.
	10

	Financial offer
Competitiveness: A competitive and detailed breakdown of costs, demonstrating value for money and strictly following EU Cost Norms (2022).
	30

	Total maximum score
	100


Evaluation of the offers will be done progressively; namely lower quality of elements of the technical offer and higher financial offer will receive less points from the maximum points presented in the table.
The bidders are required to provide the estimation of travel costs necessary to fulfil the assignment. Such estimation of travel costs may constitute the determination of the bid winner. 
After evaluation of offers, Helvetas reserves the right to enter into negotiations with all or part of eligible bidders in order to amend and/or complete their original offers. 
Purchase order/Contract will be awarded to the economically most advantageous offer. The economically most advantageous offer is established by weighing technical quality against price on a 70/30 basis. Helvetas reserves the right to purchase/contract only part of required services or cancel this tender procedure should it not be satisfied with the quality of offers. 
In case of services, having selected an offer partly on the basis of evaluation of consultants presented in the offer, Helvetas expects the contract to be executed by these specific consultants. However, additional consultants may be proposed/contracted during the implementation period.
11. Submission of offers
Technical and Financial Offers must be submitted via email in electronic format only in two separate files. 

Technical and Financial Offers should be password protected (follow below links for the instruction of how to create password)[footnoteRef:2]. The bidders will be informed in advance in order to provide the passwords. During the evaluation process the entitled purchasing panel member will contact the bidder and ask for the passwords[footnoteRef:3].  [2:  Offers received without password will not be considered for evaluation]  [3:  If the bidder is not reachable during the evaluation process, the offers will not be considered for evaluation] 


[bookmark: _MON_1838557034]Click here to learn how to create a password protected Word file 

[bookmark: _MON_1838557106]Click here to learn how to create a password protected PDF file 

[bookmark: _MON_1838557132]Click here to learn how to create a password protected Excel file 

Any problems during setting up the password to open, please contact the Procurement.Vietnam@Helvetas.org before the submission deadline.

Email subject: RFP002-26-BTB.

The body of the email should contain bidder focal point’s name, address and telephone number (for password enquiry.

Offers must be submitted in English or Vietnam language exclusively to the following email address: Procurement.Vietnam@Helvetas.org. Offers submitted after the deadline mentioned under the Timetable of this RFQ will not be considered. The counted official receipt time is the time showing on the email received from the bidder to Procurement.Vietnam@Helvetas.org.

a. The Technical Offer file shall combine all the followings in 01 password-protected file:
1. Signed Application Form – as per PART 1 – APPLICATION PACKAGE part below
2. Eligibility Documentation Form 
3. Technical proposal which demonstrates 
(1) expertise and relevant experience of the consulting firm/team and its team members including CV(s) of proposed consultancy member(s); 
(2) understanding of the client’s needs, scope of work and the requirements of the tender;
(3) work plan, including key timelines and task assignments for each team member;
(4) total number of working days and work distribution among team members; 
(5) sample of past similar products (links).

b. The Financial Offer file (password protected) shall contain:
1. Financial offer – as per PART 2 - Financial offer part below. 
The Financial offer must be presented in Vietnam Dongs. The fees proposed in this offer should be all inclusive of all costs to perform their tasks (e.g. office accommodation, transport, internet access and equipment, administrative and secretarial support, interpretation etc.). The service contractor is responsible for all other taxes and duties and/or Helvetas shall withhold Personal Income Tax (if any) for individual work contract/agreement in compliance with the legislation of the country.
12 Alteration or withdrawal of applications
Candidates may alter or withdraw their offers by written notification prior to the deadline for submission of tenders.  No offer may be altered after this deadline.
Helvetas retains ownership of all offers, which have not been withdrawn. Consequently, bidders do not have the right to have their offers returned to them.
13 Validity of offers
Bidders are bound by their tenders for 90 days after the deadline for submitting offers. In exceptional cases, before the period of validity expires, the Helvetas may ask bidders to extend the period of validity for a specific number of days, which may not exceed 40. 
14 Signature of the contract(s) 
Within 05 days of receipt of the purchase order/ contract already signed by the Helvetas, the selected bidder shall sign and date the contract. Failure of the selected bidder to comply with this requirement may constitute grounds for annulling the decision to award the contract. In this event, the Helvetas may award the tender to another bidder or cancel the tender procedure.
15 Terms of payments
Prices in the application must be submitted, taking into account all expenses.
The payment will be made via bank account transfer to the winner of the tender in VND within a maximum of 30 working days from the date of acceptance of goods or execution of services or works. The advance may be considered but not exceed 30% of the total consultancy service fee. Cases of non-performance of obligation and their legal consequences will be separately indicated in the contract.
16 Terms of cooperation
In the case of a contracting, the parties will have to perform according to the established time and in accordance with Helvetas – Supplier purchase order or Helvetas – Service provider contract. Helvetas has the right to increase or decrease the number of ordered items. Helvetas has the right to choose a supplier/ implementer on the given offer according to its own discretion. Helvetas has the right to re-formulate the Request for Quotation (RFQ), Invitation to Bid (ITB) or Request for Proposal (RFP) to its own discretion, if any additional items are needed. In case of failure or non-compliance with contractual obligations, Helvetas has a unilateral right to terminate the contract without incurring any legal obligation.
The Applicant has to be familiar with all instructions, forms and requirements mentioned in the RFQ, ITB or RFP documents. The responsibility for the submission of the offer in accordance to these requirements lies entirely with the Applicant. 
Helvetas signs a purchase order/contract with the winning bidder. The contract will come into force upon signature by both parties.

17 Ethics clauses/Corruptive practices 
Bidders making false declarations may be subject to financial penalties representing 10% of the total value of the purchase order/contract being awarded. This rate may be increased to 20% in the event of a repeated offence.
Any attempt by a company/organisation to obtain confidential information, enter into unlawful agreements with competitors or influence the PP or the Helvetas during the process of examining, clarifying, evaluating and comparing offers will lead to the rejection of its offer and may result in penalties as described above. 
Companies/organisations must not be affected by any conflict of interest with other bidders or parties involved in the project. Helvetas reserves the right to suspend or cancel the RFP procedure and/or purchase order/contract if corrupt practices of any kind are discovered at any stage of the award process or during the execution of a contract. 
Companies/organisations will be rejected or purchase order/contracts terminated if it emerges that the award or execution of a contract has given rise to unusual commercial expenses. Such unusual commercial expenses are commissions not mentioned in the main contract or not stemming from a properly concluded contract referring to the main contract, commissions not paid in return for any actual and legitimate service, commissions remitted to a tax haven, commissions paid to a payee who is not clearly identified or commissions paid to a company/organisation which has every appearance of being a front company/organisation. 
Contractors found to have paid unusual commercial expenses related to this project are liable, depending on the seriousness of the facts observed, to have their contracts terminated and/or be penalised. 
The Helvetas reserves the right to suspend or cancel the procedure, where the award procedure proves to have been subject to substantial errors, irregularities or fraud. If substantial errors, irregularities or fraud are discovered after the award of the purchase order/ contract, Helvetas may refrain from concluding the purchase order/contract and/or terminate the purchase order/ contract.
18 Operational language
All written communications for this tender procedure and contract can be in English or Vietnamese.  
19 Additional information 
The conclusion of the tender and the award of any purchase order/contract are subject to the availability of funds.
Helvetas reserves the right to annul this tender procedure at any time, without any liability on its side. 


ELIGIBILITY DOCUMENTATION FORM	
LIST OF REQUIRED DOCUMENTS
Eligibility criteria
	Requirements
	Documentary evidence

	The bidder is registered 
	The full Registration certificate (for businesses only)


STATEMENT[footnoteRef:4] [4:  Statement should be signed by each member of consortium, if a consortium.] 

I, the undersigned (for consortiums, every consortium member should sign a separate statement as part of this application) hereby declare that we have in possession all documents listed above. All documents are valid as requested in the table above and hard copies or electronic copies can be distributed as/when needed.
Signed on behalf of the bidder
	Name
	

	Signature
	

	Date
	





PART 1 – APPLICATION PACKAGE

APPLICATION FORM
[bookmark: _Toc498415913][bookmark: _Toc498519619]1	SUBMITTED by (i.e. the identity of the bidder)
	
	Name(s) of entity(ies) making this application
	Nationality

	Leader
	
	

	Member 2[footnoteRef:5] [5:  Add/delete additional rows as appropriate] 

	
	

	Member 3 ...
	
	


[bookmark: _Toc498415914][bookmark: _Toc498519620]2	CONTACT PERSON (for this application)
	Name
	

	Organisation
	

	Address
	

	Telephone
	

	e-mail
	


[bookmark: _Toc498415915][bookmark: _Toc498519621]3	STATEMENT[footnoteRef:6] [6:  Statement should be signed by each member of consortium, if a consortium.] 

I, the undersigned, the authorised signatory of the above bidder (for consortiums, every consortium member should sign a separate statement as part of this application), hereby declare that we have examined the tender dossier for the contract referred to above. We hereby accept its provisions in their entirety, without reservation or restriction.
We agree to become one of the parties of the framework contract and to submit an offer whenever requested by the Helvetas in accordance with the terms of the tender dossier and the conditions laid down, without reservation or restriction.
We are making this application for this tender in our own right. We confirm that we are not tendering for the same contract in any other form. We understand that our consultants may be excluded if we propose consultants who have been involved in offers of other bidders. 
We are fully aware that, for consortiums, the composition of the consortium cannot be changed in the course of the tender procedure, unless Helvetas has given its prior approval in writing. We are also aware that the consortium members have joint and several liabilities towards Helvetas concerning participation in the above tender procedure and any contract awarded to us as a result of it.
We will inform Helvetas immediately if there is any change in the above circumstances at any stage during the implementation of the contract. We also fully recognise and accept that any inaccurate or incomplete information deliberately provided in this application may result in our exclusion from this and other contracts funded and/or managed by Helvetas and that penalties may be applied as specified in the tender dossier.
We note that the Helvetas is not bound to proceed with this tender and that it reserves the right to award only part of the contract and that it will incur no liability towards us should it do so.
Signed on behalf of the bidder
	Name
	

	Signature
	

	Date
	





1. Terms of Reference
Terms of Reference
Edit and Design Project Knowledge Products (print and digital) to propagate successful circular economy models
Project: Circular Economy Cocoa - From Bean To Bar
Budget line: 5.1.2  
1. BACKGROUND
Under the SWITCH-Asia program of the European Union, Helvetas is implementing the project “Circular Economy Cocoa: From Bean to Bar” (2022–2026). The project aims to promote circular economy solutions in cocoa and other agri-food sectors, leading to equitable economic growth decoupled from harmful environmental impacts.
The project has developed approximately 12 technical reports documenting circular economy models and solutions. To enhance accessibility and support replication, HELVETAS seeks a qualified consultant/service provider to edit and design these materials into user-friendly knowledge products for diverse audiences (farmers, entrepreneurs, academic)
2. OBJECTIVES
To transform technical project outputs into high-quality, visually engaging, and accessible knowledge products (print and digital) for dissemination and replication.
3. SCOPE OF WORK
The consultant will deliver 03 main outputs:
Output 1 - Standardized 12 technical reports (total ~350 pages). Tasks include:
· Layout formatting using a unified template (provided or proposed)
· Basic visual enhancement for tables/diagrams/photos if needed
· Final format: PDF files + editable source files (12)
· Note: Formating only. Content rewriting/restructuring and translation are NOT required.
Output 2 - Booklet (40–50 pages, bilingual EN/VN) – Edit and design an audience-friendly summary of 12–15 success stories/best practices. Tasks include:
· Content condensation from reports (Helvetas provides guidance) 
· Bilingual editing and translation (EN/VN) 
· Layout & visual storytelling 
· Infographics (5–7 key visuals) 
· Embedded QR Codes to link each story to the E-book
· Format: 01 Print-ready PDF (A5 or B5 size) + 01 Web-optimized PDF (max 15 MB) + Source files
Output 3 - Interactive E-book (120–200 pages, bilingual EN/VN)
· Transform technical reports into popular science-style content (Note: This is an editing + restructuring task, not full content rewriting.)
· Key features: 
· Bilingual editing and translation (EN/VN)
· Visual consistency with booklet 
· Clickable navigation (table of contents, internal links, external links to full reports) 
· Format: 01 interactive PDF (max 20 MB) + 01 print-friendly version (A4 size)
Cross-cutting Requirements
· Branding Compliance: Ensure all designs strictly follow the EU Communication and Visibility Manual and Helvetas Design Manual (Helvetas will provide templates/logos).
· Visual Assets: Develop/format 7-10 infographics/flowcharts and edit 80-100 project photos (basic retouch) to use in the designs.
· Digital Integration: Provide relevant links to full reports (OneDrive/Website)
· Coordination: Consultant should work closely with the Project Officer to ensure the accuracy of the edited and translated content. The Project Officer will provide the original documents, clarifications and detailed instructions. The final draft will be sent to Project experts for pre-release inspection.
Intellectual Property: All outputs, including source files, belong exclusively to Helvetas Vietnam.
4. MISSION SCHEDULE
Duration: Mid of May – June 20, 2026 (6 weeks)
	Time
	Activity
	Deliverable

	Week 1
	Review materials + propose templates
	Sample layouts (Booklet + Report)

	Week 2-4
	Editing + translation + design (rolling submission)
	Draft versions

	Week 5
	Consolidation 
	Full draft (all products)

	Week 6
	Finalization
	Final approved files


5. DELIVERABLES
Deadline for all products: 20/06/2026
	No.
	Deliverable
	Details

	1
	12 Technical Reports
	Edited + formatted + PDF files

	2
	Booklet
	EN/VN, print-ready + web PDF

	3
	E-book
	EN/VN Interactive PDF (clickable) + printer friendly file

	4
	Visual Assets
	Infographics + edited images

	5
	Source Files
	AI/INDD/PSD packaged


6. QUALIFICATIONS
· Registered consulting firm or a dedicated team of experts with at least 3 years of proven experience in professional editing, creative graphic design, and high-end publishing.
· Proven track record in developing infographics and knowledge products.
· Previous experience working with International NGOs, UN agencies, or EU-funded projects is preferred. 
· Language Skills: A multidisciplinary team including:
· 01 Senior Editor: Proficiency in both English and Vietnamese
· 01 Creative Designer: Expert in Adobe Creative Suite (InDesign, Illustrator) and interactive PDF development.
· Portfolio: Must provide at least 03 samples of similar bilingual interactive E-books or technical synthesis products.

Note: National consultancy fee and associated costs will be referred to the EU/UN Cost norm 2022.
16
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Bước 1: Mở tài liệu Word cần cài đặt pass, nhấn chọn File.
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Bước 2: Nhấn chọn Save As phía bên phải.
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Bước 3-4: Chọn vị trí lưu file -> Nhấn Tools -> General Options…
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Bước 5-6: Đặt mật khẩu tại Password to open rồi ấn OK
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Bước 7-8: Nhập để xác nhận lại mật khẩu -> chọn OK.
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· Tiếp tục nhấn Save để lưu lại các cài đặt.






Trên macOS, bạn sẽ đặt mật khẩu tại Protect Document (Review -> Protect Document -> Điền mật khẩu tại Security -> có thể tick vào 1 trong các lựa chọn tại Protection).
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Bước 1: Chọn file PDF bạn muốn đặt mật khẩu > Chọn Open with > chọn Word > chọn OK

[image: Open with][image: Mở file PDF bằng Word]

Bước 2: Nhấn vào File.

[image: Nhấn vào file]

Bước 3: Nhấn vào Save as.
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Bước 4: Chọn thư mục lưu file > Tại mục Save as type, bạn hãy chọn PDF > Nhấn Options.

[image: Chọn định dạng file là PDF và nhấn Options]

Bước 5: Chọn Encrypt the document with a password > Nhấn OK.

[image: Chọn Encrypt the document with a password ]






Bước 7: Nhập mật khẩu và xác nhận > Nhấn OK.
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ĐẶT MẬT KHẨU CHO FILE EXCEL

Bước 1: Mở tài liệu cần đặt mật khẩu > nhấn chọn File.

[image: Nhấn chọn File]

Bước 2:  Chọn Save As.

[image: Nhấn chọn Save As]

Bước 3: Trong hộp thoại Save As, nhấn chọn nút Tools .



[image: Nhấn chọn nút Tools]



Bước 4: Nhấn chọn General Options.

[image: Nhấn chọn General Options]

Bước 5: Đặt mật khẩu mở file Excel trong ô Password to open > Nhấn OK

[image: Đặt mật khẩu mở file Excel]

Bước 6: Xác nhận lại mật khẩu vừa đặt cho file > Nhấn OK

[image: Xác nhận lại mật khẩu vừa đặt cho file]









Bước 7: Nhấn Save để lưu lại thiết lập.

[image: Nhấn Save ]
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