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Request for Proposals # 17-NJ-03-2018
Professional Development Training Program for the Staff of the High Council of Justice of Ukraine
March 28, 2018
Dear Sir or Madam,

Chemonics International Inc. (hereinafter referred to as “Chemonics”), under the USAID Nove Pravosuddya Justice Sector Reform Program, USAID Contract No. AID-OAA-I-13-00032 (hereinafter referred to as “USAID New Justice Program” or “the Program”), is issuing a Request for Proposals (RFP) for design and conducting a series of training programs for the managers and support staff of the High Council of Justice of Ukraine to further develop their professional and organizational skills. 
USAID New Justice Program is a four year and four month program that is designed to support the judiciary, government, parliament, bar associations, law schools, civil society, media, and citizens to create the conditions for an independent, accountable, transparent, and effective justice system that upholds the rule of law and to fight corruption in Ukraine. 

Chemonics realizes that Offerors may have additional questions after reading this RFP. Interested Offerors can submit their questions to saf@new-justice.com according to the instructions in I.7 of the RFP. If necessary, Chemonics will provide answers to all relevant questions received in an amendment that will be posted to the website where this RFP was published.

This RFP does not obligate Chemonics to execute a subcontract nor does it commit Chemonics to pay any costs incurred in the preparation and submission of the proposals. Furthermore, Chemonics reserves the right to reject any and all offers, if such action is considered to be in the best interest of Chemonics.

Sincerely,

David M.Vaughn

Chief of Party

USAID Nove Pravosuddya Justice Sector Reform Program

Request for Proposals 

RFP # 17-NJ-03-2018
Professional Development Training Program for the Staff of the High Council of Justice of Ukraine
Contracting Entity:

Chemonics International Inc., USAID Nove Pravosuddya Justice Sector Reform Program

36 Ivana Franka Street, 3rd floor, Kyiv, 01030, Ukraine

Funded by:

United States Agency for International Development (USAID)

Prime Contract Number AID-OAA-I-13-00032


***** ETHICAL AND BUSINESS CONDUCT REQUIREMENTS *****

Chemonics is committed to integrity in procurement, and only selects suppliers based on objective business criteria such as price and technical merit. Chemonics expects suppliers to comply with our Standards of Business Conduct, available at http://www.chemonics.com/OurStory/OurMissionAndValues/Pages/default.aspx. 

Chemonics does not tolerate fraud, collusion among offerors, falsified proposals/bids, bribery, or kickbacks. Any firm or individual violating these standards will be disqualified from this procurement, barred from future procurement opportunities, and may be reported to both USAID and the Office of the Inspector General.

Employees and agents of Chemonics are strictly prohibited from asking for or accepting any money, fee, commission, credit, gift, gratuity, object of value or compensation from current or potential vendors or suppliers in exchange for or as a reward for business. Employees and agents engaging in this conduct are subject to termination and will be reported to USAID and the Office of the Inspector General. In addition, Chemonics will inform USAID and the Office of the Inspector General of any supplier offers of money, fee, commission, credit, gift, gratuity, object of value or compensation to obtain business.

Offerors responding to this RFP must include the following as part of the proposal submission:

· Disclose any close, familial, or financial relationships with Chemonics or project staff. For example, if an offeror’s cousin is employed by the project, the offeror must state this.

· Disclose any family or financial relationship with other offerors submitting proposals. For example, if the offeror’s father owns a company that is submitting another proposal, the offeror must state this. 

· Certify that the prices in the offer have been arrived at independently, without any consultation, communication, or agreement with any other offeror or competitor for the purpose of restricting competition.

· Certify that all information in the proposal and all supporting documentation are authentic and accurate.

· Certify understanding and agreement to Chemonics’ prohibitions against fraud, bribery and kickbacks.

Please contact New Justice Program Chief of Party David M.Vaughn at with any questions or concerns regarding the above information or to report any potential violations. Potential violations may also be reported directly to Chemonics at to BusinessConduct@chemonics.com or by phone/Skype at 888.955.6881.
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	CO
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	CV
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	FAR
	Federal Acquisition Regulations

	M&E
	Monitoring and Evaluation

	NICRA
	Negotiated Indirect Cost Rate Agreement

	NGO
	Nongovernmental organization
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	Civil society organization

	RFP
	Request for Proposals

	SAF
	Strategic Activities Fund

	U.S.
	United States

	USAID
	U.S. Agency for International Development

	USAID/
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	USAID Mission in Ukraine

	USG
	U.S. Government
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	Value Added Tax


Section I. Instructions to Offerors
І.1
Introduction
Chemonics, the Buyer, acting on behalf of the U.S. Agency for International Development (USAID) and the USAID Nove Pravosuddya Justice Sector Reform Program (New Justice), under contract number AID-OAA-I-13-00032 is soliciting offers from companies and organizations to submit proposals to design and conducting a series of training programs for the managers and support staff of the High Council of Justice of Ukraine to further develop their professional and organizational skills.
USAID New Justice Program is a four year and four-month program that is designed to support the judiciary, government, parliament, bar associations, law schools, civil society, media, and citizens to create the conditions for an independent, accountable, transparent, and effective justice system that upholds the rule of law and to fight corruption in Ukraine. In achieving this overarching goal, USAID New Justice Program focuses on the following five key objectives:

Objective 1: Judicial Independence and Self-Governance Strengthened;

Objective 2: Accountability and Transparency of the Judiciary to Citizens and the Rule of Law Increased;

Objective 3: Administration of Justice Enhanced;

Objective 4: Quality of Legal Education Strengthened; and

Objective 5: Access to Justice Expanded and Human Rights Protected

The efficient and effective operations of judicial self-governance bodies is critical for ensuring judicial independence and accountability for the entire court system. At the same time, the personnel that make up the staff of judicial self-governance bodies play a key role in supporting the daily work of these institutions with their level of professionalism directly influencing the efficiency and effectiveness of judicial self-governance institutions. Therefore, USAID New Justice Program supports judicial self-governance bodies, such as the High Council of Justice (HCJ), in organizing a series of training programs for their managers and support staff to further develop their professional and organizational skills. This activity directly supports Program Objective “Judicial Independence and Self-Governance Strengthened”.
Chemonics will issue an award to one company or organization. The award will be in the form of a firm fixed price subcontract (hereinafter referred to as “the subcontract”). The successful Offeror shall be required to adhere to the statement of work and terms and conditions of the subcontract. To receive a Fixed Price Subcontract Template, please, send a request to USAID New Justice Program at saf@new-justice.com.
Offerors are invited to submit proposals in response to this RFP in accordance with Section I Instructions to Offerors, which will not be part of the subcontract. The instructions are intended to assist interested Offerors in the preparation of their offer. Any resulting subcontract will be guided by Section II and Fixed Price Subcontract Template.

This RFP does not obligate Chemonics to execute a subcontract nor does it commit Chemonics to pay any costs incurred in the preparation and submission of the proposals. Furthermore, Chemonics reserves the right to reject any and all offers, if such action is considered to be in the best interest of Chemonics.

Unless otherwise stated, the periods named in the RFP shall be consecutive calendar days.

І.2
Offer Deadline
Offerors shall submit their offers in hard copy by April 25, 2018, no later than 18:00 at the following address:
USAID Nove Pravosuddya Justice Sector Reform Program

36 Ivana Franka Street, 3rd floor, 

Kyiv, 01030, 

Ukraine

Faxed and e-mail offers will not be considered.

Offerors are responsible for ensuring that their offers are received in accordance with the instructions stated herein. Late offers may be considered at the discretion of Chemonics. Chemonics cannot guarantee that late offers will be considered.

І.3
Submission of Offers
Proposals must be submitted in hard copy, in Ukrainian on A4 sized paper, 12-point Times New Roman font, single-spaced, in accordance with the following instructions. 

All proposals must be submitted in two volumes, consisting of:

· Volume 1: Technical proposal

· Volume 2: Cost proposal

Offerors must submit 4 copies of the technical proposal and 4 copies of the cost proposal. 

Offerors may submit 1 copy of cover letter and attachments thereto.

Proposal hard-copies must be submitted in sealed envelopes with one envelope containing the technical proposals and one envelope containing the cost proposals. Envelopes must be properly marked with the name of the Offeror’s company or organization. In case one or more companies or organizations are submitting a proposal in partnership, the name of the legally registered entity leading the partnership must be used. Names should be clearly printed on the envelope and addressed as designated in I.2. Envelopes must be properly marked with the RFP number and title “RFP # 17-NJ-03-2018 Professional Development Training Program for the Staff of the High Council of Justice of Ukraine” and state either “Technical Proposal” or “Cost Proposal”, as applicable. 

An authorized representative of the company or organization submitting an offer must sign the cover page of each copy of the offer in blue ink. The Offeror’s authorized representative must initial any changes hand-written on the hard-copies of the offer.

An electronic copy of the technical and cost proposals must be submitted on CD using software compatible with MS Word or MS Excel. The CD must be included in the envelope containing the hard-copies of the cost proposal. 

The envelopes containing the technical and cost proposals must be submitted in person or may be sent by postal mail to the address specified in I.2. Upon delivery, applicants will be issued a stamped receipt confirming timely submission.

Offers must be received by the date and time specified in I.2. 

І.4
Requirements
To be determined responsive, an offer must include all of documents and sections included in I.4.A and I.4.B.

А. General Requirements
Chemonics anticipates issuing a subcontract to a Ukrainian or international company or organization, provided it is legally registered and recognized under the laws of Ukraine and is in compliance with all applicable civil, fiscal, and other applicable regulations. Such a company or organization could include a private firm, non-profit, civil society organization, or university.

Companies and organizations that submit proposals in response to this RFP must meet the following requirements:

(i) Companies or organizations, whether for-profit or non-profit, must be legally registered under the laws of Ukraine upon award of the subcontract.

(ii) Firms operated as commercial companies or other organizations or enterprises (including nonprofit organizations) in which governments or their agents or agencies have a controlling interest are not eligible as suppliers of commodities and services.
(iii) Companies or organizations must have a local presence in Ukraine at the time the subcontract is signed. 

(iv) Companies or organizations, whether for-profit or non-profit, shall be requested to provide a DUNS number if selected to receive a subaward valued at USD 30,000 or more, unless exempted in accordance with information certified in the Evidence of Responsibility form included in the required certifications in Annex 3
. If Offeror already has a DUNS number, he/she shall mention it in the proposal. The USAID “New Justice” Program provides assistance to Offerors in obtaining a DUNS number. DUNS number may be obtained online following the link http://fedgov.dnb.com/webform/pages/CCRSearch.jsp
Б. Required Proposal Documents
1. Cover Letter

The offeror’s cover letter shall include the following information:

i. Name of the company or organization

ii. Type of company or organization

iii. Address

iv. Telephone

v. Fax

vi. E-mail

vii. Full names of members of the Board of Directors and Legal Representative (as appropriate)

viii. Taxpayer Identification Number 

ix. DUNS Number

x. Official bank account information

xi. 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 offeror is registered.

b) Copy of company tax registration, or equivalent document.

c) CV of key experts.

d) Evidence of Responsibility Statement, whereby the offeror certifies that it has sufficient financial, technical, and managerial resources to complete the activity described in the scope of work, or the ability to obtain such resources. This statement is required by the Federal Acquisition Regulations in 9.104-1. A template is provided in Annex 3 “Required Certifications”. 

e) Subcontractor Size Self-Certification Form. A template is provided in Annex 3 “Required Certifications”.

A sample cover letter is provided in Annex 1 of this RFP.
Offerors cannot submit proposals in partnership with other organizations.

2. Technical Proposal 

The technical proposal shall comprise the following parts:

· Part 1: Technical Approach, Methodology and Detailed Work Plan. This part shall be between 5 and 15 pages long, but may not exceed 15 pages. 

The offeror shell submit the suggested agendas for all five training sessions aimed at achieving learning objectives described in the Section П. 2 Scope of Work. The agendas shall contain the outline of content of the training sessions to be conducted as well as the description of materials to be prepared for the training sessions. 

· Part 2: Management, Key Personnel, and Staffing Plan. This part shall be between 2 and 5 pages long, but may not exceed 5 pages. CVs for key personnel may be included in an annex to the technical proposal and will not count against the page limit.

Offerors shall propose staff for the following key personnel positions necessary for the implementation of the scope of work.

· Part 3: Corporate Capabilities, Experience, and Past Performance. This part shall be between 2 and 7 pages long, but may not exceed 7 pages.

Part 3 must include a description of the company and organization, with appropriate reference to any parent company and subsidiaries. Offerors must include details demonstrating their experience and technical ability in implementing the technical approach/methodology and the detailed work plan. Additionally, offerors must include 4-5 past performance references of similar work (under contracts or subcontracts) previously implemented as well as contact information for the companies for which such work was completed. Contact information must include at a minimum: name of point of contact who can speak to the offeror’s performance, name and address of the company for which the work was performed, and email and phone number of the point of contact.

Chemonics reserves the right to check additional references not provided by an offeror.

The sections of the technical proposal stated above must respond to the detailed information set out in Section II of this RFP, which provides the background, states the scope of work, describes the deliverables, and provides a deliverables schedule. 

3. Cost Proposal

The cost proposal is used to determine which proposals represent the best value and serves as a basis of negotiation before award of a subcontract.

The price of the subcontract to be awarded will be an all-inclusive fixed price. No profit, fees, taxes, or additional costs can be added after award. Nevertheless, for the purpose of the proposal, offerors must provide a detailed budget showing major line items. Offers must show unit prices, quantities, and total price. All items, services, etc. must be clearly labeled and included in the total offered price. All cost information must be expressed in Ukrainian hryvnia. See Annex 2 for a sample cost structure.

Because New Justice is a USAID funded project and is implemented under a bilateral agreement between Ukraine and the U.S. Government, offerors must not include VAT and customs duties in their cost proposal. 

The cost proposal shall also include a budget narrative that explains the basis for the estimate of every cost element or line item.  Supporting information must be provided in sufficient detail to allow for a complete analysis of each cost element or line item. Chemonics reserves the right to request additional cost information if the evaluation committee has concerns of the reasonableness, realism, or completeness of an offeror’s proposed cost.

If it is an offeror’s regular practice to budget indirect rates, e.g. overhead, fringe, G&A, administrative, or other rate, Offerors must explain the rates and the rates’ base of application in the budget narrative. Chemonics reserves the right to request additional information to substantiate an Offeror’s indirect rates.

Under no circumstances may cost information be included in the technical proposal. No cost information or any prices, whether for deliverables or line items, may be included in the technical proposal. Cost information must only be shown in the cost proposal.
І.5
VAT Exemption Requirements
As Chemonics International Inc. is implementing international technical assistance programs and projects in Ukraine in accordance with the Agreement between the Government of the United States of America and the Government of Ukraine about Humanitarian and Technical Economic Cooperation of May 7, 1992 (hereinafter referred to as “Agreement”) and has to purchase the offeror’s goods, works and services in order to carry out the abovementioned international technical assistance project, in accordance with the abovementioned Agreement and Procedure of engaging, using and monitoring international technical assistance approved by the Cabinet of Ministers of Ukraine Resolution no. 153 (153-2002-п) as of February 15, 2002, “On creating a unified system for engaging, using and monitoring international technical assistance”, the cost of such goods (works, services) is exempt from Value Added Tax (VAT).

Procurement of goods, works and services shall be made at the cost of the international technical assistance project and is relevant to the category (type) of goods, works and services mentioned in the procurement plan. According to par. 197.11 art. 197 of the Tax Code of Ukraine subject to tax exemption are transactions in supply of goods and services on the customs territory of Ukraine and in shipping to the territory of Ukraine the goods funded under international technical assistance provided according to international agreements of Ukraine to the binding nature of which the consent was given in line with the procedure established by legislation.

Therefore, Chemonics shall pay for the cost of services exclusive of VAT. The Project shall provide the successful offeror with a copy of the registration card of the Project purchasing the goods, works and services, issued by the Ministry of Economic Development and Trade and certified by the Project stamp, and a copy of the procurement plan or an extract from the procurement plan certified by the Project stamp.
The offeror shall submit a fiscal bill for goods (works, services) completed in accordance with the procedure set forth below and marked “Without VAT”. A fiscal bill shall include the grounds for VAT exemption (Project name, number and date of the relevant contract). The subcontractor shall submit the declaration to the state tax authority at its location taking into account the abovementioned operations and mentioning VAT exemption code according to the Tax Exemptions Directory.
І.6
Source of Funding, Authorized Geographic Code, and Source and Origin
Any subcontract resulting from this RFP will be financed by USAID funding and will be subject to U.S. Government and USAID regulations. 

All goods and services offered in response to this RFP or supplied under any resulting award must meet USAID Geographic Code 110 in accordance with the United States Code of Federal Regulations (CFR), 22 CFR §228, available at: http://www.gpo.gov/fdsys/pkg/CFR-2012-title22-vol1/pdf/CFR-2012-title22-vol1-part228.pdf. 

The cooperating country for this RFP is Ukraine.
Offerors may not offer or supply any products, commodities or related services that are manufactured or assembled in, shipped from, transported through, or otherwise involving any of the following countries: Cuba, Iran, North Korea, Syria. Related services include incidental services pertaining to any/all aspects of this work to be performed under a resulting contract (including transportation, fuel, lodging, meals, and communications expenses).

І.7
Chronological List of Proposal Events
The following calendar summarizes important dates in the solicitation process. Offerors must strictly follow these deadlines.

RFP published





March 28, 2018
Deadline for written questions



April 12, 2018
Answers provided to questions/clarifications

April 17, 2018
Proposal due date




April 25, 2018
Subcontract award (estimated)
May 21, 2018 
The dates above may be modified at the sole discretion of Chemonics. Any changes will be published in an amendment to this RFP.

Written Questions and Clarifications. All questions or clarifications regarding this RFP must be in writing and submitted to saf@new-justice.com no later than April 12, 2018. Questions and requests for clarification, and the responses thereto, will be circulated to all RFP recipients who have indicated an interest in this RFP.

Only written answers from Chemonics will be considered official and carry weight in the RFP process and subsequent evaluation. Any answers received outside the official channel, whether received verbally or in writing, from employees or representatives of Chemonics International, the USAID New Justice Program, or any other party, will not be considered official responses regarding this RFP.

Proposal Submission Date. All proposals must be received by April 25, 2018. Late offers will be considered at the discretion of Chemonics.

Oral Presentations. Chemonics reserves the option to have select offerors participate in oral presentations with the technical evaluation committee. Interviews may consist of oral presentations of offerors’ proposed activities and approaches. Offerors should be prepared to give presentations to the technical evaluation committee at the USAID New Justice Program office within 2 days of receiving notification.
Subcontract Award (estimated). Chemonics will select the proposal that offers the best quality/value based upon the evaluation criteria stated in this RFP.

І.8
Validity Period
Offerors’ proposals must remain valid for 60 calendar days after the proposal deadline.

І.9
Evaluation and Basis for Award
An award will be made to the offeror whose proposal is determined to be responsive to this solicitation document, meets the eligibility criteria stated in this RFP, meets the technical, management/personnel, and corporate capability requirements, and is determined to represent the best value to Chemonics. Best value will be decided using the tradeoff process.

This RFP will use the tradeoff process to determine best value. That means that each proposal will be evaluated and scored against the evaluation criteria and evaluation sub-criteria, which are stated in the table below. Cost proposals are not assigned points, but for overall evaluation purposes of this RFP, technical evaluation factors other than cost, when combined, are considered significantly more important than cost factors. Cost will primarily be evaluated for realism and reasonableness. If technical scores are determined to be equal or nearly equal, cost will become the determining factor.

In evaluating proposals, Chemonics will use the following evaluation criteria and sub-criteria: 

	Evaluation Criteria
	Evaluation Sub-Criteria
	Maximum Score

	Technical Approach, Methodology, and Detailed Work Plan

	
	Technical know-how: Does the proposal clearly explain, understand and respond to the objectives of the project as stated in the Scope of Work?
	20 points

	
	Approach and Methodology: Does the proposed program approach and detailed activities and timeline fulfill the requirements of executing the Scope of Work effectively and efficiently?
	30 points

	
	Sector Knowledge: Does the proposal demonstrate the offeror’s knowledge related to technical sectors required by the SOW? 
	10 points

	Maximum score for the technical approach
	60 

	

	Management, Key Personnel, and Staffing Plan

	
	Personnel Qualifications: Do the proposed team members have necessary experience and capabilities to carry out the Scope of Work?
	20 points

	Maximum score for management
	20 

	

	Corporate Capabilities, Experience, and Past Performance

	
	Company Background and Experience: Does the company have experience relevant to the project Scope of Work?
	15 points

	
	Whether the company has a respective material and technical base as well as software to implement the works according to SOW.
	5 points

	Maximum score for corporate capabilities
	20 

	Maximum total score
	100


The score for the technical proposal will be weighed by up to 70%.

The cost proposal will be weighed by up to 30% by formula where the lowest proposed cost is taken as a basis for calculations.

This RFP utilizes the tradeoff process set forth in FAR 15.101-1. Chemonics will award a subcontract to the offeror whose proposal represents the best value to Chemonics and the USAID New Justice Program. Chemonics 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. 

І.10
Negotiations
Best offer proposals are requested. It is anticipated that a subcontract will be awarded solely on the basis of the original offers received. However, Chemonics reserves the right to conduct discussions, negotiations and/or request clarifications prior to awarding a subcontract. Furthermore, Chemonics reserves the right to conduct a competitive range and to limit the number of offerors in the competitive range to permit an efficient evaluation environment among the most highly-rated proposals. Highest-rated offerors, 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 Chemonics, offerors may be requested to conduct oral presentations. If deemed an opportunity, Chemonics reserves the right to make separate awards per component or to make no award at all.
І.11
Terms of Subcontract
This is a request for proposals only and in no way obligates Chemonics to award a subcontract. In the event of subcontract negotiations, any resulting subcontract will be subject to and governed by the terms and clauses detailed in Fixed Price Subcontract Template. Chemonics will use this Template to finalize the subcontract. Terms and clauses are not subject to negotiation. By submitting a proposal, offerors certify that they understand and agree to all of the terms and clauses contained in Fixed Price Subcontract Template. To receive a Fixed Price Subcontract Template, please, send a request to USAID New Justice Program at saf@new-justice.com
І.12
Privity
By submitting a response to this request for proposals, offerors understand that USAID is NOT a party to this solicitation.

Section ІІ.  Background, Scope of Work, Deliverables, and Deliverables Schedule
П.1 Background

The efficient and effective operations of judicial self-governance bodies is critical for ensuring judicial independence and accountability for the entire court system. At the same time, the personnel that make up the staff of judicial self-governance bodies play a key role in supporting the daily work of these institutions with their level of professionalism directly influencing the efficiency and effectiveness of judicial self-governance institutions. Therefore, pursuant to Expected Result 1.2.2: “The Judiciary Exerts Leadership in Developing Strategies, Objectives and Initiatives to Effectively Promote and Protect Its Independence, While Ensuring Accountability, Integrity, Transparency and High Ethical Standards”, the USAID New Justice Program (New Justice) supports judicial self-governance bodies, such as the High Council of Justice (HCJ), in organizing a series of training programs for their managers and support staff to further develop their professional and organizational skills.   

In response to a request from the HCJ, New Justice is planning to support the HCJ in conducting a comprehensive series of training programs for the secretariat head and deputy heads of the secretariat, as well as the heads and deputy heads of structural units, which will include up to 50 participants divided into two groups. The training program will include 5 different training sessions on personal and team efficiency and effectiveness, leadership, human resource management, internal and external communications, and strategic planning. The training sessions will take place in Kyiv and focus on improving the overall knowledge, skills and abilities of HCJ managers and staff, which in turn will enhance HCJ operations.  

П.2
Scope of work

New Justice expects that the Subcontractor will conduct ten training sessions for the HCJ secretariat head and deputy heads of the secretariat, as well as the heads and deputy heads of structural units to improve their professionalism. The 50 participants for the training programs will be divided into 2 groups of 25 each. Topics and possible learning objectives will include: 

1) Modern methods of improving personal and team effectiveness and efficiency, resulting in participants being able to:

· master practical skills of time management to increase personal effectiveness;

· delegate and distribute responsibility for ensuring the high quality of work; 

· apply pro-active approach to achieve personal and professional success;

· set goals in their everyday work and identify adequate means of their achieving;

· properly prioritize tasks and optimize working time to achieve the goals.

2) Leadership, resulting in participants being able to:

· build and manage an effective team of professionals;

· identify talented employees, manage them, and support their further professional development; 

· understand the importance of business etiquette rules and apply them in everyday work.
3) Human resources management, resulting in participants being able to:

· implement an effective human resource management system in their institution;

· apply effective ways and methods in building public servant carrier and promote themselves as a brand; 

· increase team efficiency through setting KPIs for the personnel and developing a system for their monitoring;

· create friendly working atmosphere and motivate employees to achieve better results. 

4) Internal and external communication, resulting in participants being able to:

· apply components and tools of business communication process as well as business communication techniques;

· effectively manage the processes of internal communication with peers as well as the HCJ members; 

· effectively communicate with stakeholders including the judiciary, other judicial self-governance bodies, mass media, civil society organizations. 

5) Strategic planning, resulting in participants being able to:

· master the skills of strategic analysis, evaluation of needs and relevant decision-making;

· understand the process of identifying stakeholders and considering their interests in decision-making;

· analyze advantages and disadvantages of selected decision and improve future operations based on the conducted analysis;

· prioritize strategic goals, identify risks, and develop risk mitigation plans.  

In conducting the training program (2-4 days a month for each group), the Subcontractor shall provide services in preparing, implementing and evaluating a series of 5 training sessions on the above topics and of the duration approved by New Justice. Additionally, the subcontractor will develop and prepare handouts for each session: author's (proprietary) materials and presentations on modern methods of improving personal effectiveness, leadership, human resources development, internal and external communication, organizing effective teamwork, strategic planning.  
П.3
Deliverables

New Justice expects that the Subcontractor shall prepare the following deliverables according to the schedule provided below in par. ІІ.4.

Deliverable No. 1. A package of handouts for the first two training sessions is developed, agreed and printed (50 copies for each training session). In the framework of preparation for the training sessions, the Subcontractor should prepare: two PowerPoint presentations, one for each session; two author’s (proprietary) materials – one for each session - which cover in a concise way the methodological and practical issues on the mentioned topics and further on can serve as reference materials for the training participants; and training evaluation tools for each session. After New Justice agrees the format and content of the above materials, the Subcontractor should print the respective materials. 

Deliverable No. 2. The first two training sessions conducted according to the agreed agenda. The Subcontractor delivered two training sessions for each group based on the New Justice approved materials and agenda. The Subcontractor awarded certificates to the participants.
Deliverable No. 3. A package of handouts for the three training sessions is developed, agreed and printed. In the framework of preparation for the trainings, the Subcontractor shall prepare: three PowerPoint presentations, one for each session; three author’s (proprietary) materials – one for each session - which cover in a concise way the methodological and practical issues on the mentioned topics and further on can serve as reference materials for the trainings participants; and training evaluation tools for each session.
Deliverable No. 4. Three training sessions on topics finalized in the agreed agenda conducted for the participants, and respective questions of the participants answered. The Subcontractor delivered three training sessions based on the New Justice approved materials and agenda. The Subcontractor awarded certificates to the participants and submitted the final report with lessons learned and recommendations for future professional development for HCJ managerial staff.  

The Subcontractor identified trainers should conduct training sessions on the preliminary determined topics using the methodological material developed under Deliverables No. 1 and No. 3. Also, the trainers shall consider the materials on similar trainings to be provided by New Justice. The trainers have to stick to the timeframe stipulated in the agenda and be prepared to answer the respective questions by participants regarding the training sessions’ subject.  

П.4
Deliverables Schedule

The applicant shall ensure that the results are achieved in compliance with the following schedule:
	Number of deliverable
	Title
	Date

	1
	A package of handouts for the first two training sessions is developed, agreed and printed (50 copies for each training session).


	June 15, 2018 

	2
	The first two training sessions conducted according to the agreed agenda.

 
	July 20, 2018

	3
	A package of handouts for the three training sessions is developed, agreed and printed.


	September 10, 2018

	4
	Three training sessions on topics finalized in the agreed agenda conducted for the participants, and respective questions of the participants answered. The final report with lessons learned and recommendations for future professional development for HCJ managerial staff prepared.  


	November 30, 2018


* Numbers and titles of the results should be the same as in the full description in par. II.3 above.
Annex 1
Cover Letter

[Offeror: Insert date]
USAID Nove Pravosuddya Justice Sector Reform Program

36 Ivana Franka Street, 3rd floor, Kyiv, 01030

Reference:
Request for Proposals RFP # 17-NJ-03-2018 “Professional Development Training Program for the Staff of the High Council of Justice of Ukraine”
Subject:
[Offeror: Insert name of your organization]’s technical and cost proposals

Dear Sir/Madam:

[Offeror: Insert name of your organization] is pleased to submit its proposal in regard to the above- referenced request for proposals. For this purpose, we are pleased to provide the information furnished below:

Name of Organization’s Representative

___________________________

Name of Offeror 



___________________________

Type of Organization



___________________________

Taxpayer Identification Number


___________________________

DUNS Number




___________________________

Address 




___________________________

Address 




___________________________

Telephone 




___________________________

Fax 





___________________________

E-mail 





___________________________

As required by section I, I.8, we confirm that our proposal, including the cost proposal will remain valid for 60 calendar days after the proposal deadline.

We are further pleased to provide the following annexes containing the information requested in the RFP.:

[Offerors: It is incumbent on each offeror to clearly review the RFP and its requirements. It is each offeror's responsibility to identify all required annexes and include them]
I. Copy of registration or incorporation in the public registry, or equivalent document from the government office where the offeror is registered.

II. Copy of company tax registration, or equivalent document.

III. CV of key experts.

IV. Evidence of Responsibility Statement.

V. Subcontractor Size Self-Certification Form

Sincerely yours,

______________________

Signature

[Offeror: Insert name of your organization's representative]
[Offeror: Insert name of your organization]
Annex 2
Guide to Creating a Financial Proposal for a Fixed Price Subcontract

The purpose of this annex is to guide offerors in creating a budget for their cost proposal. Because the subcontract will be funded under a United States government-funded project, it is important that all offerors’ budgets conform to this standard format. It is thus recommended that offerors follow the steps described below. 

Step 1: Design the technical proposal. Offerors should examine the market for the proposed activity and realistically assess how they can meet the needs as described in this RFP, specifically in section II. Offerors should present and describe this assessment in their technical proposals. 

Step 2: Determine the basic costs associated with each deliverable. The cost proposal should provide the best estimate of the costs associated with each deliverable, which should include labor and all non-labor costs, e.g. other direct costs, such as fringe, allowances, travel and transport, etc.

Under no circumstances may cost information be included in the technical proposal. No cost information or any prices, whether for deliverables or line items, may be included in the technical proposal. Cost information must only be shown in the cost proposal.
Step 3: Create a budget for the cost proposal. Each offeror must create a budget using a spreadsheet program compatible with MS Excel. The budget period should follow the technical proposal period. A sample budget is shown in a separate file.

Step 4: Write Cost Notes. The spreadsheets shall be accompanied by written notes in MS Word that explain each cost line item and the assumption why a cost is being budgeted as well as how the amount is reasonable.
Sample budget is shown in a separate Excel file. Please follow it. VAT cannot be included in the financial proposal. 

Annex 3
Required Certifications

Evidence of Responsibility

1. Offeror Business Information

Company Name: Company Name



Address: Address
DUNS Number: Address  our audited financial statements (OR list what else may have been submitted)
2. Authorized Negotiators

Company Name proposal for Proposal Name may be discussed with any of the following individuals. These individuals are authorized to represent Company Name in negotiation of this offer in response to RFP No. 
List Names of Authorized signatories
These individuals can be reached at Company Name office:

Address
Telephone/Fax
Email address
3. Adequate Financial Resources

Company Name has adequate financial resources to manage this contract, as established by our audited financial statements (OR list what else may have been submitted) submitted as part of our response to this proposal.

If the offeror is selected for an award valued at $30,000 or above, and is not exempted based on a negative response to Section 3(a) below, any first-tier subaward to the organization may be reported and made public through FSRS.gov in accordance with The Transparancy Acts of 2006 and 2008. Therefore, in accordance with FAR 52.240-10 and 2CFR Part170, if the offeror positively certifies below in Sections 3.a and 3.b and negatively certifies in Sections 3.c and 3.d, the offeror will be required to disclose to Chemonics for reporting in accordance with the regulations, the names and total compensation of the organization’s five most highly compensated executives. By submitting this proposal, the offeror agrees to comply with this requirement as applicable if selected for a subaward.

In accordance with those Acts and to determine applicable reporting requirements, Company Name certifies as follows:

1) In the previous tax year, was your company’s gross income from all sources above $300,000?

 No     
 Yes 
2) In your business or organization's preceding completed fiscal year, did your business or organization (the legal entity to which the DUNS number belongs) receive (1) 80 percent or more of its annual gross revenues in U.S. federal contracts, subcontracts, loans, grants, subgrants, and/or cooperative agreements; and (2) $25,000,000 or more in annual gross revenues from U.S. federal contracts, subcontracts, loans, grants, subgrants, and/or cooperative agreements?: 

 No
 Yes 
3) Does the public have access to information about the compensation of the executives in your business or organization (the legal entity to which the DUNS number it provided belongs) through periodic reports filed under section 13(a) or 15(d) of the Securities Exchange Act of 1934 (15 U.S.C. 78m(a), 78o(d)) or section 6104 of the Internal Revenue Code of 1986? (FFATA § 2(b)(1)): 

 No 
 Yes 
4) Does your business or organization maintain an active registration in the System for Award Management (www.SAM.gov)?

 No     
 Yes 
4. Ability to Comply

Company Name is able to comply with the proposed delivery of performance schedule having taken into consideration all existing business commitments, commercial as well as governmental.

5. Record of Performance, Integrity, and Business Ethics

Company Name record of integrity is Company Name 

6. Organization, Experience, Accounting and Operational Controls, and Technical Skills

(Instructions: Subcontractor should explain their organizational system for managing the subcontract, as well as the type of accounting and control procedure they have to accommodate the type of subcontract being considered.) 
7. Equipment and Facilities

(Instructions: Subcontractor should state they have necessary facilities and equipment to carry out the contract with specific details as appropriate per the subcontract SOW.) 
8. Eligibility to Receive Award

Company Name
9. Commodity Procurement

Company Name
10. Cognizant Auditor

(Instructions: Subcontractor should provide Name, address, phone of their auditors – whether it is a government audit agency, such as DCAA, or an independent CPA.) 
11. Acceptability of Contract Terms

(Instructions: Subcontractor should state its acceptance of the proposed contract terms.) 
12. Recovery of Vacation, Holiday and Sick Pay

Company Name
13. Organization of Firm

(Instructions: Subcontractor should explain how their firm is organized on a corporate level and on practical implementation level, for example regionally or by technical practice.) 
Signature:
___________________________

Name:
___________________________

One of the authorized negotiators listed in Section 2 above should sign
Title:
___________________________

Date:
___________________________

Subcontractor Size Self-Certification Form

Reference Number: RFP # 17-NJ-03-2018
Project Name: USAID Nove Pravosuddya Justice Sector Reform Program
Primary NAICS Code: 541612
Company Name: Full legal name



Address: Street address
City, State, Zip: City, State Zip
DUNS Number: [enter the Data Universal Numbering System (DUNS) here. Subcontractors must have a DUNS, unless exempted, as a part of receiving a  subcontract with Chemonics]
Contact Person: Name, Title
Contact Phone Number: (555) 555-5555
Type of Entity

If you have difficulty ascertaining the business size status, please refer to SBA’s website (www.sba.gov/size) or contact your local SBA office. 

 Non-US
 Government    Nonprofit/Educational    Large Business      Small Business 
If “Small Business” is checked above, and if applicable, please identify any additional small business designations under which the company qualifies. You may wish to review the definitions for the below categories in the Federal Acquisition Regulation 19.7 or 52.219-8 (www.acquisition.gov/far/) to determine applicability.

 8(a)
 Small Disadvantaged Business



 Woman Owned Small Business
 HUBZone






 Service Disabled Veteran Owned 
 Veteran Owned





 Indian Tribe
 Alaskan Native Corporation




By signature below, I hereby certify that the business type and designation indicated above is true and accurate as of the date of execution of this document, and I further understand that under 15 U.S.C. 645(d), any person who misrepresents a business’ size status shall (1) be punished by a fine, imprisonment, or both; (2) be subject to administrative remedies; and (3) be ineligible for participation in programs conducted under the authority of the Small Business Act. 

Signature and Title (required)







Date 

***********************CHEMONICS  INTERNAL USE ONLY**********************   

HUBZone Status has been verified in the System for Award Management database or Dynamic Small Business Database Search  as of         /        /         conducted by: ________________________              .

Annex 4
Firm Fixed Price Subcontract (Terms and Clauses)

To receive a Fixed Price Subcontract Template, please, send a request to USAID New Justice Program at saf@new-justice.com  

Annex 5 DUNS and SAM Registration Guidance

What is DUNS?

The Data Universal Numbering System (DUNS) is a system developed and regulated by Dun & Bradstreet (D&B) - a company that provides information on corporations for use in credit decisions - that assigns a unique numeric identifier, referred to as a DUNS number, to a single business entity. The DUNS database contains over 100 million entries for businesses throughout the world, and is used by the United States Government, the United Nations, and the European Commission to identify companies. The DUNS number is widely used by both commercial and federal entities and was adopted as the standard business identifier for federal electronic commerce in October 1994. The DUNS number was also incorporated into the Federal Acquisition Regulation (FAR) in April 1998 as the Federal Government's contractor identification code for all procurement-related activities.

Why am I being requested to obtain a DUNS number?

U.S. law – in particular the Federal Funding Accountability and Transparency Act of 2006 (Pub.L. 109-282), as amended by section 6202 of the Government Funding Transparency Act of 2008 (Pub.L. 110-252) - make it a requirement for all entities doing business with the U.S. Government to be registered, currently through the System for Award Management, a single, free, publicly- searchable website that includes information on each federal award. As part of this reporting requirement, prime contractors such as Chemonics must report information on qualifying subawards as outlined in FAR 52.204-10 and 2CFR Part 170. Chemonics is required to report subcontracts with an award valued at greater than or equal to $30,000 under a prime contract and subawards under prime grants or prime cooperative agreements obligating funds of $25,000 or more, whether U.S. or locally-based. Because the U.S. Government uses DUNS numbers to uniquely identify businesses and organizations, Chemonics is required to enter subaward data with a corresponding DUNS number.

Is there a charge for obtaining a DUNS number?

No. Obtaining a DUNS number is absolutely free for all entities doing business with the Federal government. This includes current and prospective contractors, grantees, and loan recipients.

How do I obtain a DUNS number?

DUNS numbers can be obtained online at http://fedgov.dnb.com/webform/pages/CCRSearch.jsp or by phone at 1-800-234-3867 (for US, Puerto Rico and Virgin Island requests only). 

What information will I need to obtain a DUNS number?

To request a DUNS number, you will need to provide the following information:

· Legal name and structure

· Tradestyle, Doing Business As (DBA), or other name by which your organization is commonly recognized 

· Physical address, city, state and Zip Code 

· Mailing address (if separate) 

· Telephone number 

· Contact name 

· Number of employees at your location 

· Description of operations and associated code (SIC code found at https://www.osha.gov/pls/imis/sicsearch.html) 

· Annual sales and revenue information

· Headquarters name and address (if there is a reporting relationship to a parent corporate entity) 

How long does it take to obtain a DUNS number?
Under normal circumstances the DUNS is issued within 1-2 business days when using the D&B web form process. If requested by phone, a DUNS can usually be provided immediately.

Are there exemptions to the DUNS number requirement?

There may be exemptions under specific prime contracts, based on an organization’s previous fiscal year income when selected for a subcontract award, or Chemonics may agree that registration using the D&B web form process is impractical in certain situations. Organizations may discuss these options with the Chemonics representative.

What is CCR/SAM?

Central Contractor Registration (CCR)—which collected, validated, stored and disseminated data in support of agency acquisition and award missions—was consolidated with other federal systems into the System for Award Management (SAM). SAM is an official, free, U.S. government-operated website. There is NO charge to register or maintain your entity registration record in SAM.

When should I register in SAM?

While registration in SAM is not required for organizations receiving a grant under contract, subcontract or cooperative agreement from Chemonics, Chemonics requests that partners register in SAM if the organization meets the following criteria requiring executive compensation reporting in accordance with the FFATA regulations referenced above.  SAM.gov registration allows an organization to directly report information and manage their organizational data instead of providing it to Chemonics. Reporting on executive compensation for the five highest paid executives is required for a qualifying subaward if in your business or organization's preceding completed fiscal year, your business or organization (the legal entity to which the DUNS number belongs):
(1) received 80 percent or more of its annual gross revenues in U.S. federal contracts, subcontracts, loans, grants, subgrants, and/or cooperative agreements; and 

(2) $25,000,000 or more in annual gross revenues from U.S. federal contracts, subcontracts, loans, grants, subgrants, and/or cooperative agreements; and, 

(3) The public have does not have access to information about the compensation of the executives in your business or organization (the legal entity to which the DUNS number it provided belongs) through periodic reports filed under section 13(a) or 15(d) of the Securities Exchange Act of 1934 (15 U.S.C. 78m(a), 78o(d)) or section 6104 of the US Internal Revenue Code of 1986.

If your organization meets the criteria to report executive compensation, the following sections of this document outline the benefits of and process for registration in SAM.gov. Registration may be initiated at https://www.sam.gov. There is NO fee to register for this site.
Why should I register in SAM?

Chemonics recommends that partners register in SAM to facilitate their management of organizational data  and certifications related to any U.S. federal funding, including required executive compensation reporting. Executive compensation reporting for the five highest paid executives is required in connection with the reporting of a qualifying subaward if:

a. In your business or organization's preceding completed fiscal year, your business or organization (the legal entity to which the DUNS number belongs) received (1) 80 percent or more of its annual gross revenues in U.S. federal contracts, subcontracts, loans, grants, subgrants, and/or cooperative agreements; and (2) $25,000,000 or more in annual gross revenues from U.S. federal contracts, subcontracts, loans, grants, subgrants, and/or cooperative agreements; and,

b. The public have does not have access to information about the compensation of the executives in your business or organization (the legal entity to which the DUNS number it provided belongs) through periodic reports filed under section 13(a) or 15(d) of the Securities Exchange Act of 1934 (15 U.S.C. 78m(a), 78o(d)) or section 6104 of the Internal Revenue Code of 1986.

What benefits do I receive from registering in SAM?

By registering in SAM, you gain the ability to bid on federal government contracts. Your registration does not guarantee your winning a government contract or increasing your level of business. Registration is simply a prerequisite before bidding on a contract. SAM also provides a central storage location for the registrant to supply its information, rather than with each federal agency or prime contractor separately. When information about your business changes, you only need to document the change in one place for every federal government agency to have the most up-to-date information.

How do I register in SAM?

Follow the step-by-step guidance for registering in SAM for assistance awards (under grants/cooperative agreements) at: https://www.sam.gov/sam/transcript/Quick_Guide_for_Grants_Registrations.pdf 

Follow the step-by-step guidance for contracts registrations at:

https://www.sam.gov/sam/transcript/Quick_Guide_for_Contract_Registrations.pdf

You must have a Data Universal Numbering System (DUNS) number in order to begin either registration process.

If you already have the necessary information on hand (see below), the online registration takes approximately one hour to complete, depending upon the size and complexity of your business or organization.

What data is needed to register in SAM?

SAM registrants are required to submit detailed information on their company in various categories. Additional, non-mandatory information is also requested. Categories of required and requested information include:

* General Information - Includes, but is not limited to, DUNS number, CAGE Code, company name, Federal Tax Identification Number (TIN), location, receipts, employee numbers, and web site address.

* Corporate Information - Includes, but is not limited to, organization or business type and SBA-defined socioeconomic characteristics.

* Goods and Services Information - Includes, but is not limited to, NAICS code, SIC code, Product Service (PSC) code, and Federal Supply Classification (FSC) code.

* Financial Information - Includes, but is not limited to, financial institution, American Banking Association (ABA) routing number, account number, remittance address, lock box number, automated clearing house (ACH) information, and credit card information.

* Point of Contact (POC) Information - Includes, but is not limited to, the primary and alternate points of contact and the electronic business, past performance, and government points of contact. * Electronic Data Interchange (EDI) Information* - Includes, but is not limited to, the EDI point of contact and his or her telephone, e-mail, and physical address. (*Note: EDI Information is optional and may be provided only for businesses interested in conducting transactions through EDI.)









� If Offeror does not have a DUNS number and is unable to obtain one before proposal submission deadline, Offeror shall include a statement in their Evidence of Responsibility Statement noting their intention to register for a DUNS number should it be selected as the successful offeror or explaining why registration for a DUNS number is not possible. Contact Dun & Bradstreet through this webform to obtain a number: � HYPERLINK "https://fedgov.dnb.com/webform" ��https://fedgov.dnb.com/webform� Further guidance on obtaining a DUNS number is available from Chemonics upon request. 
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