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ANNEXURE 4: Proposal Form Template 

Proposal Form 

<Insert Consultancy Title Here> 

Submission Date: …………………………………….. 

1. Covering Letter  

2. Basic Information (1 page) 

 

Name and full address of 
the firm/organization: 
(if applicable) 

 

Key consultant’s name 
and full address: 

 

Key consultant’s date of 
birth in dd/mm/yyyy: 

 

Landline No.:  

Mobile No:   

Email address:  

Post Box No:  

Fax No:  

VAT/PAN No:  

3. List the relevant work experience in the past three years. 
 

4. Express your understanding of the Terms of Reference for this consultancy.  
 

 
5. Technical Proposal: Explain how you propose to undertake this assignment with clear 

methodology and timeline. 
 

6. Financial Proposal: Provide a clear breakdown of your proposed consultancy fees. Include all 
administrative costs including travel costs. The proposed cost should be inclusive of taxes.  

 
<While sending via post, financial proposal shall be sent in a separate sealed envelope> 

 
7. Supporting documents: Enclose supporting documents as per Point 7 of the Terms of 

Reference.  
 

 
 

 



 


