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Request for Proposal Letter (Consulting Services)

Name of Assignment: Community-Based Tourism Expertfor Smart Green Village Tourism Center
Pilot Project

RFP Reference No.: AWF-RW-R0418-002

Grant No.: R0418

Country: RWANDA

Date: AN 25

The African Wildlife Foundation (AWF) has been allocated grant funds (the "Grant’) to support
cammunity livelihood arsund Volcanoes national park and intends to apply the funds to eligible
Payments under the contract for which this Request for Proposals is issued.

AWF now jnvites Proposals to provide the following consulting services (hereinafter called

A firm will be selected under Quality and Cost Based Selection procedures and in 3 Full Technical
Proposal (FTP) farmat as described in this RFP

The RFP includes the following documents:

* Section 1-Request for Propesals Letter

*  Section 2 - Instructions 1o Consultants and Data Sheet
* Section 3 - Technical Proposal - Standarg Forms

* Section 4 - Financial Proposal - Standard Forms

* Section 5- Terms of Reference

Rwanda Country Coordina
African Wildlife Foun dation

AWF Rwanda Country Difjce
Klgali Heighre Bultding, 2ndi Flaoe | K5 7 fve Ktgali, Rwanda
TAS0U) TIOUDSEI | Fax =254 30 Z7a50:n
I.Jr‘.alili_'.‘-.!-:;r-.':-|'g wirriLawtong
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TENDER DOCUMENT
Section 2. Instructions to Consultants

E. Data Shest

L A, General
Reference
Al Method of selection : QCBS
A2 Financial Propesal to be submitted together with Technical Proposal:
Yoz
The name of the assignment is: Community-Based Tourism Expert for Smart
Green Village Tourism Center Filot Project
A3 A pre-proposal conference will be held MNo
B. Preparation of Proposals
B.1 This RFP has been issued in the _ English language.
Consultant will submit the Proposal in the language stated above.
All correspondence exchange shall be in —English_______ language.
B.2 The Proposal shall comprise the following:

Technical Proposal:
(1) TECH-1
{2) TECH-2
{3) TECH-3
(4) TECH-4
(5) TECH-5
(&) TECH-4

AND
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Financial Proposal

(7) FiN-1
(2] FIN-2
(3) FIN-3
(4) FIN-4

B.3

Participation of Sub-consultants, Key Experts and Non-Key Experts in more
than one Proposal is permissible

Yas

B.4

Proposals shall be valid until 90 o ys from the date of submission

B.5

Clarifications may be requested no later than 10 days prior to the submission
deadline.

The cantact information for requesting clarifications is: kinali@aw( o

Shortlisted Consultants may associate with
{a) non-shortlisted consults nt{s): Yes

Or

(b) other shortlisted Consultants: Yes

B.7

The Financial Proposal shall be stated in the following currencies: RWF

C. Submission, Opening and Evaluation

C.1

The Proposals must be submitted no later than:
Datea: . 17 February 2025
Time: 14:00 local time

Cc.2

The opening shall take place at:
Street Address: AWF Office at Kigali Height Building
Floor, reom number ; 2™ Flaar

City : Kigali
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Country : Rwanda _|
Date: same as the submission deadline
Time: 15:00

c3

Criteria, sub-criteria, and point system for the evaluation of the Full Technical
Proposals:

Boints
(i)  Specific experience of the Consultant (as a firm) relevant to the
Assignment: [30]
i)  Adequacyand quality of the proposed methodology, and work plan in
responding to the Terms of Reference (TORs): [30]
[Netes ta Consultant: the Client will assess whether the proposed
methodolagy is clear, responds to the TORs, wark plan is realistic and
implementable; overall team compasition is balanced and has an
appropriate skills mix; and the work plan has right input of Experts]
(i) Key Experts’ qualifications and competance for the Assignmeant;
{Notes to Consyltant: each Posilion number corresponds to the same for the Key
Experts in Form TECH-6 to be prepared by the Consultant)
a) Fosition K-1: [Team Leader| 1o}
b) Position K.2: [Training and Capacity Building Specialist] [5]
c} Position K-3: Tourism Cperations Manager] [5]
o) Position K.4 » [Community Engagement Officer| {5}
) Position K-5: Finance and Administration Officer] [5]
Total points for eriterion (iii): [30]

The number of points to be assigned 1o each of the above positions shall be
determined considering the following three sub-eriteria and relevant percentage
weights:

1) General qualifications {general education, training, and experiance): (20
)

2} Adequacy for the Assignment (relevant education, trainin g, experience in
the sector/similar assignments ) ; [70%)

3) Relevant exparience in the region (working leve! fluency in local
language(siknowledge of local culture or administrative system,
government arganization, stc.): {10 %J

Total weight: 100%
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{iv) Transfer of knowledge (training) program (ralavance of approach and
methodology

Total points for criterian (iv); 5]
(v} Participation by nationals among proposed Key Experts (5]
Total points for the five eriteria; 100

The minimum technical score (St) required to passis: 70

e

Public Opening of Financial Proposals

Following the completion of the evaluation of the Technical Proposals, the Client

will notify all Consultants of the location, date and time of the public apening of
Financial Proposals.

C.5

The single currency for the conversion of all prices expressed in various
currencies into a single ane is RWF

The official source of the selling (exchange) rate is Bwanda Central Bank

The date of the exchange rate is opening date of financial praposals

C.6

The lowest evaluated Financial Proposal (Fm) is given the maximum
financial score (5) of 1 00.

The formula for determining the financial scores (5f) of all other Proposals is
calculated as following:

Sf = 100 x Fm/ F, in which “SP' is the financial score, “Fm* is the fowest price, and
"F" the price of the proposal under consideration.

The weights given to the Technical (T) and Financial (P) Proposals are:
T= 70%, and
P= [30%])

Proposals are ranked according to their combined technical (St) and finaneial {Sf)
scores using the weights (T = the weight given to the Technical Proposal; P = the
waight given 1o the Financial Proposal; T+ P = 1) as following: 5= Stx T% + 5fy
P%.

D. Negotiations and Award
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D1 Expected date and address for contract negotiations:
Date: 5 March 2025
Address: AWF Kigali Office
D.2 Expected date for the commencemant of the Services:
Date: 15 March 2025




Section 3. Technical Proposal - Standard Forms

Checklist of Required Forms
[ rorm DESCRIPTION P Lt
ECH-T Technical Proposal Submission Form, 1
TECH-1 If the Proposal is subm itted by a Joint venture, 1
Attachment | attach a letter of intent or a copy of an existing
agreement,
TECH-2 Consultant's Organization and Experience. 3
TECH-24 A. Consultant's Organization 1
TECH-2B B. Consultant's Experience 3
TECH-3 Comments or Suggestions on the Terms of
Reference and on Counterpart Staf and Facilitias
to be provided by the Client.
TECH-3A | A.On the Terms of Reference 1
TECH-3B B. On the Counterpart $taff and Facilities 1
TECH-4 Description of the Approach, Methodology, and 5
Work Plan for Performing the Assignment
| TECH-5 Work Schedule and Planning for Deliverables 1
TECH-6 Team Compoesition, Key Experts Inputs, and 5
attached Curriculum Vitae ( V)

MWF Rwenda Couriry Office
Rigali Heights Bullding, 2nd Flnor K5 7 ave Kigali, Rwanda
+I50 [0} TO0003820 | Fax +254 20 3TE5030
kgaliSawion winwawlong



TECHNICAL PROPOSAL Susmission FoRrm

[Location, Data}

T [Name and address of Cliant]

Dear Sirs:

We, the undersigned, offer to provide the consulting services for [Insert title of assignment]
in accordance with your Request far Proposals (RFP) dated [Insert Date] and our Proposal. [Select
appropriate wording depending on the selection method stated in the RFP "We are heraby
submitting our Propaosal, which includes this Technical Proposal and a Financial Proposal sealed in &
separate envelope” or, if only a Technical Proposal is invited “We hereby are submitting our Proposal,
which includes this Technical Propasal only in a sealed envelope.”),

{if the Consultant is a joint venture, insert the following: We are submitting our Propasal
joint venture with: {Insert a list with full na me and the legal address of each member, and indicate the
lead member). We have attached a copy {insert: “of our lettar of intent to form a joint venture” or, if 3
JVis already formed, "of the JV agreement'} signed by avery participating member, which details the
likely legal structure of and the confirmation of joint and severahle liability of the members of the said
joint venture,

[OR

If the Consultant’s Froposal includes Sub-consultants, insart the fallowing: We are submitting eur
Proposal with the following firms as Sub-consultants: {Insert a list with full name and address of each
Sub-consultant,}

We hereby declare that:

a) Al the information and statements made in this Proposal are true and we accept that any
misinterpratation or misrepresantation contained in this Proposal may lead ta our
disqualification by the Cliant.

(b}  Our Proposal shall be valid and remain binding upon us until finsert day, month and year
(¢} We have no conflict of interest

(d) OurProposal is binding upon us and subject to any modifications resulting from the Contract
negotiations,

We undertake, if our Proposal is accepted and the Contract is signed, to initiate the Services related
to the assignment no later than the date indicated in ITC of the Data Sheet,

We understand that the Client is not bound te accept any Proposal that the Client receives.



We remain,

Yours sincerely,

Signature (of Consultant's autherized representative) {In full and initials);

[For & joint venture, either all members shall sign or only the lead member, in which case the
power of attorney to sign on behalf of 4l members shall be attached)



Form TECH-2: a briaf descri
exparience of the Consultant that is most relevant to the assi
information on similar assignments shall be provided for each
should indicate the names of the Co
duration of the assj
a sub-consultancy,

1. Provide here a brief description of the back
of a joint venture - of

2. List only those assignments for which t
company or was one of the joint ventu
individual experts working privately or
relevant experience of the Consultant, or

AFRICAN WILDLIFE
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Form TECH.-2

CoNsuLTANT'S ORGANIZATION AND EXPERIENCE

gnment, the contract amount (total
the amount paid ta the Consyltant),

and the

Consultant’s role/in

A - Consultant's Organization

ground and organization of Your company, and -
each membar for this assignment.

B - Consultant's Experience

1. Ustonly previous similar assignmants sy ceassfully completed in the last 5] vears.

performance certificates.

¥ Presenting copies o

ption of the Consultant's organization and an outline of the recent
gnment. In the case of a joint venture,

of a joint venture or
volvement,

he Consultant was legally contracted by the Client as a
re members. Assignmants completed by the
through other consulting firms cannat be cla
that of the Consultant's partners or sub-consultants, but can
be claimed by the Experts themselves in their Cvs. The Consultant should be preparad
the claimed experience b

in case

Consultant's
imed as the

to substantiate
I relevant documents including contract and

[ Duration | Assignment name/& Name of Client Approx, Role on the
brief description of main & Country of Contract value Assignment
deliverables/outputs Assignment {in USS
equivalent)/
Amount paid to
your firm
_fe,g., {eq., “Improvement {e.g., Ministry of fe.g., USET le.g., Lead
Jan.2009- quality of..........." ssiniey EOUNTrY] mill/US$0.5 mill} | partner ina Jv
Apr.2010) designed master plan for A&B&C)
rationalization of ....... 1}
Eg., Jan- | {e.g., "Support ta sub- {e.g., municipality {e.g., US50.2 {a.g., sole
May national government,., (i country} | mil/US$0.2 mil) Consultant)
2008} drafted secondary leval
regulations on............. }
1
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Form TECH-3

COMMENTS AND SWEES‘I'IGH ON THE TERMS OF RHERﬂH:E, COUNTERPART STAFF, AND FHJC.ILH'I'EST’D BE
PROVIDED BY THE CLigNT

Form TECH-3: comments and suggestions on the Terms of Reference that could improve the
quality/effectiveriess of the assignment; and on requirements for counterpart staff and facilities, which are

provided by the Client including: administrative suppaort, office space, local transportation, equipment, d ala,
etc.

A - On the Terms of Reference
{improvements to the Terms of Reference, if any)
B - On Counterpart Staff and Facilities

{comments on counterpart staff and facilities to be provided by the Client. For example, administrative
support, office space, local transportation, equipment, data, background reports, stc, if any)
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Form TECH-4
DESCRIFTION OF APPROACH, METHODOLOGY, AND Work PLan 1N RESPONDING TO THE TERMS OF REFERENCE

Form TECH-4: a description of the approach, methodology and work plan for performing the
assignment, including a detailed description of the proposed methodology and staffing for training, if
the Terms of Reference specify training as a specific compaonent of the assignment.

(Suggested structure of your Technical Proposal (in FTP farmat);

a) Technical Approach and Method ology
b} Work Plan
) Organization and Staffing}

a) m’—mzl_iﬂiﬁhﬂmdm (Please explain your understanding of the objectives
ofthe assignment as outlined in the Terms of Reference (TORs), the technical approach, and the

methodology you would adopt for implem enting the tasks. Please do nat repeat’copy the TORs
in here.}

b) Work Plap, {Please cutline the plan for the implementation of the main activities/tasks of the
assignment, their content and duration, phasing and interrelations, milestones {including interim

should be consistent with the technical approach and methad ology, showing your
understanding of the TOR and ability to translate them into & feasible working plan. A list of the
final documents lincluding reports) to be deliversd as final autput(s) should be included here.
The work plan should be consistent with the Woaork Schedule Form.}

c) Q!!!mntgg_jud_mm {Please describe the structure and compasition of your team,
including the list of the Key Experts. Non-Key Experts and relevant technical and administrative
support staff.}



Form TECH-5
WoRK SCHEDULE AND PLANNING FOR DELIVERABLES

Deliverables ' (D-..)

B-1 |{e.q., Deliverablz 81 Repart 4

1) data collection

2) drafting

3)inception repart

4} incerporating comments

5) delivery of final repor to Cliant}

D-2 ([e.g. Dellverable #7:....... }

14 |Page




Farm TECH-¢
Tlnuccmsrnnu. ASSIGNMENT, AND KEy EXPERTS’ INPUTS

Total time-input
Expert's input {in person/month) per sach Delivarabla {listed in TECH-5) iz —[
Ne Name fin Menths)
sl -1 b2 B i | ) Hems | Field | Total
KEY EXPERTS
2.9 Mr. Abbbh) IHam |2 [1.0] 11.0)
K1 [Team g mianth]
Leadar]
IField| | [0.5 m] [2.5] 1aj
52
K-3
n
[
Subtotal ]
NON-KEY EXPERTS
[Ham
N-1 *
l[F.‘-m'ﬂ']

15 |Page




[
N2
n -
Subtotal
Total

1 ForKay Exports, the input should be indicated ingd

ividually for the sama positions ps required underthe Data Shest [T21,1,
2  Months are counted Fim the start of the assignment/mabilization. Ona {1} manth sguals bwvanty two (22) working (billsbie) days,. Ona
warking (billable) day shall be not fess than eight (8) working (billable) hours.
3 “Homo® means work in the offica In the exgon's country
other

of residence, “Field” work means work carried outin the Cliants EcUniry ar any
country putside the expart's eeuntry of residonce,

=== Full tire input
EZ2772  Partdme input

B |Pags




FORM TECH-&

(ConTinuen)
CURRICULUM VITAE (Cv)
Position Title and No, Tteq, k1. TEAM LEADER)
Name of Expert: {Insert full name}
Date of Birth: {day/month/year)
Country of Citizenship/Residence

institutions, dates attended, degres{s)/diploma(s) abtained)

Employment record relevant to the assignment: {Starting with present position, list in reverse order.
Please provide dates, name of employing organization, titles of positions held, types of activitias

F‘-‘urlu-d Employing organization and Country Summary of a:tiuhitﬂ
Your title/position. Contact performed relevant
information for references to the Assignment

fe.q., May le.g., Ministry of .......

2005- advisor/consultant to...

present]
For references; Tel........... /e
mail......; Mr. Hbbbbb, deputy
minister]

L_

Membership in Professional Aszociations and Publications:

Language Skills (indicate only languages in which you can work):

17 |Page



Adequacy for the Assignment:

Detailed Tasks Assigned an Consultant's Team | Reference to Prior Work/Assignments that Best

of Experts: Hlustrates Capability to Handle the Assigned
Tasks

[ {List all deliverables/tasks o in TECH- 5 in which
the Expert will be involved)

Expert 's contact information: (e-mail ..o, phone.: i)

Certification:

|, the undersigned, certify thatto the best of my knowledge and belief this CV correctly describes myself,
my qualifications, and my experience, and | am available, as and when necessary, to undertake the
assignment in case of an award, | understand that any misstaternent or misrepresentation described
herein may lead to my disqualification or dismissal by the Client, and/or sanctions by the Bank.

{day/month/year}
Mame of Expert Signature
Date
{day/month/year)
Name of authorized Signature
Date

Represenative of the Consultant

(the same who signs the Proposal)

18| Page



Section 4, Financial Proposal - Standard Forms

{Notes to Cansultant shown in brackets { | provide guidance to the Consultant 1o prepare the Financial
Proposals; they should not appear on the Financial Proposals ta be submitted.)

Financial Proposal Standard Farms shall be used for the Preparation of the Financial Proposal aceordin g
to the instructions provided in Sectian 2.

FIMN-1 Financial Proposal submission Form
FIN-2 Summary of Costs
FiM-3 Breakdown of Remuneration, including Appendix A "Financial Negotiations - Breakdown of

Remuneration Rates” in the case of OUBS method

FIN-4 Reimbursable expenses

19|Psge



FORM FIN-1
FinanciaL Proprosar SuBmissioN Form

{Location, Date}

To: [Name and address of Client]

Dear Sirs:

We, the undersigned, offer to provide the consulting services for [Insert title of assignment] in
accordance with your Request for Propesal dated linsert Date} and our Technical Proposal.

Cur attached Financial Proposal is for the amount of {Indicate the corresponding to the
amount(s) currency(ies)} {Insert amountis)in words and figures}, [insert “including” or ‘excluding*] of alf
indirect local taves in accordance with ITC in the Data Sheet. Th e estimated amount of local indirect taxes
is (Insert currency} {Insernt amaount in words and figuras} which shall be confirmed or adjusted, if nead ad,
during negotiations, {Please note that all amounts shall be the same as in Form FIN-2),

Qur Financial Proposal shall be valid and remain binding upon us, subject to the madifications
resulting from Contract negatiations, for the period of time specified in the Data Sheet, ITC 12.1.

We understand you are not bound to accept any Proposal you receive.
We remair,

Yours sincerely,

Signature (of Consultant's authorized representative) (In full and initialsk:

20|Page



Form FIN-2 Summany oF Costs

Cost
(Consultant must state the proposed Costs in accordance with (TC 16.4 of the Data '[
Sheat: delote calumns wehich are nat used)
ftarm
[insert Foreign [lreer Fovmign [Inser
Unstrt Forsign Currency #2,if | Curmency # 3, if
Cumency # 1} used) uswic) Lacal C‘u.rrauclp: if
usad aneliar
Cast of the Financial Propasal
Irefuein g
(1) Remuneration
(2] Reimbursablas
Iﬂa_&nﬂm!_lilnmcﬂlm
{3hauld match the amsunt in Fosem FIN-1)
Indirect Local Tax Estimaten - to be discussed and finalized at the negotistions if the Contract Is awarded
{i {insart tvpe of tay 2.9, VAT ar sales
Tax)
1 [2.g., income tax an non-resident
Bxperts)

(i) linsert type of tax)

Ipzﬂﬁmmmmm

MjPagn



FORM FiN-3 Breagpowy or REMUNERATION

A, Remuneration —|
Na. i Time Input fn
e Position (as ek Person/Mont {Currancy | [Currency IS 3. [Laeal
inTECH-8) | Remuneratio s ¥ 1-25in | #2acin inFik.2) | Corrency:
nRate | (OMTECH. |FANZ) | Fava) TR | seinEmnzy
&)
Key Experts
K1 | [Home]
. L— L
[Fial|
-2
EE— _'_I—__-_
MNeor-Key Experts
N-1 [Heme]
N-2 [Flakd]

22 |Fage



Total Costs J '

2 |Page



FoRM FIN-S Breaxpown o REMBURSADLE ExpENsEs

B. Reimbursable Expenses

—_—

Type of Relmbursabls
Expenges

Cost

Unit {Currmncy @ |- (Currancy o 2- [Currencyd 3.
it Cuantity as in FIN-2} &5 i FIN-2) as in FIN-2)

iLoeal
Currency. 2q
In Fih-2)

l2.q., Per diem

[ Day]

{8a., internatonal flights]

{Ticket)

{e9., Infour airport
Wensportation)

{Trip]

[=.g.. Communication costs
betwasr Insen place and
insert place)

[ oig., mpreduction of

{eg. Offica renit)

[Training of the Cliants
personnel - if required |n
TR}

52t up & cxiling,

residence. Client can

M |Page



Section 7. Terms of Refarance

1. Background

The Government of Rwanda (GoR), through the World Bank-funded Volcanoes Community Resilience
Project (VCRP), is planning to establish the Smart Green Village Eco-Tourism and Recreational Zone as a
transformative initiative jn the Volcanoes region. This project emerges from the strategic expansion of
Voleanoes National Pari by 733.5 hectares, which necessitates the resettlement of 510 households into a
model smart green village. The tourism center is designed to serve as a cornerstone of the community's
economic revitalization strategy, creating sustainable non-land-based livelihood opportunities while
preserving and celebrating local cultural heritage.

Rwanda’s tourism sector has demonstrated remarkable growth, with visitor numbers reaching 1.48 million
in 2023, marking a 35% increase from the previous year Tourism revenues have shown strong recovery,
reaching 5620 million in 2023, with the leisure segment accounting for 38% ($236 million) of total
revenues. The Volcanoes region, in particular, remains a primary driver of Rwanda's tourism success,
receiving approximately 35,000 visitars annually, representing about 30% of all visitors to Rwanda's
national parks.

Before proceedi ng with the full-scale investment In the Smart Green Village Eco-Tourism and Recreational
Zone, the African Wildlife Foundation (AWEF) is supporting the GoR In implementing a pilot phase of the
community tourism center. This strategic approach aims to:

1. Test and validate the operational model and service offerings on a smaller scaje

2. Build essential ca pacity among commu nity members who will eventually manage and operate the
full-scale facility

3. Develop and refine standard operating procedures and management systems

4. Generate practical ins ights and lessons learned to inform the full-scale implementation

5. Establish initial market presence and build relationships with key tourism stakeholders
The pilot phase will focus on testing key compaonents of the planned center, including:

* Cultural experience Programming and perfarmance Spaces

* Artisan workshop operations and marketplace dynamics

* Training and skills development programs

* Basic hospitality servicas

* Community engagement and benefit-sharing mechanisms
This pilot initiative is critical for:

* Minimizing operational risks in the full-scale implementation

25| Page



® Ensuring community readiness and capability

* Developing effective ma nagement systems

*  Building market awarenese and demand

* Establishing strateglc partne rships with tour operators and other stakeholders

The African Wildlife Fou ndation seeks to €ngage a qualified Community-Based Tourism Expert to establish
and manage this Pllot center for a period of two years. The expert will be responsible for renting and
setting up a suitable facility, Implementing core services, training commu nity members, and documenting
lessons learned to inform the full-scale Project implementation,

This assignment requires a balanced approach between immediate operational success and long-term
tapacity building, ensuri ng that the pilot phase effectively demonstrates the via bility of the community
tourism center concept while building a strong foundation for the larger Smart Green Village Eco-Tourism
and Recreational Zone development.

Z. Objectives of the Assignment
2.1 Overall Objective

2.2 Specific Objectives
2.2.1 Establishment and Operations
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* Set up and operationalize 3 scaled version of the tourism center with essential equipment and
materials

= Develop and implement standard operating procedures for all center activities

* Establish basic administrative and financial manage ment systems

* Create and maintain proper documentation of all Operational processes and lessons learned
2.2.2 Community Capacity Building

* ldentify and select community participants hased on transparent eriteria and community
consultation

*  Design and deliver comprehensive training programs for at least 100 comm unity members in:

& Cultural performance and interpretation

B|Page



e Traditional crafts production and marketing
o Basic hospitality services

o Customer service and touriem operations

o Business management and entrepreneurship
©  Financlal literacy and record keeping

* Establish mentorship and practical learning opportunities through hands-on involvement in center
operations

* Develop training materials and manuals that can be used for future capacity building
2.2.3 Product Development and Testing

* Design and test a minimum of five core tourism products/experiences based on the planned full-
scale center offerings

* Develop pricing strategies and test market acceptance
*  Establish quality control mechanisms for all products and services
* Create systems for product improvement based on visitor feedback
* Document product performance and market response
2.2.4 Market Development and Stakeholder Engagement
* Develop and implement basic marketing strategies to attract visitors to the pilot center
* Establish relationships with key tourism stakeholders, including:
o Tour operators and travs| agencies
o Hotels and accommadation providers
o Tourism associations and networks
t  Local government authorities
o Conservation organizations
* Create feedback mechanisms for all stakeholder groups
* Build a database of potential partners far the full-scale project
2.2.5 Performance Monitoring and Learning
* Design and implament a menitoring and evaluation framework for the pilot phase
* Track and analyze key performance indicators including;

o Visitor numbers and satisfaction levels
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@ Revenue generation and fing ncial sustainability
o Community participation and Capacity development
o Product quality and market acceptance
o Operational efficiency and effectiveness
Document challenges, solutio ns, and best practices

Provide recommendations for the full-scale project implementation

2.2.6 Sustainable Operations Framework

Develop systems for sustainable community Engagement and benefit-sha ring
Establish environmental management practices

Create frameworks for cu Itural authentic ity and preservation

Design mechanisms for continueg community capacity building

Develop transition plans for scaling up to the full project

2.3 Expected Outcomes

By the end of the two-year pilot phase, the assignment should achieve:

1. Afully functional pllot tourism center demonstrating the viability of the concept
2, Acore group of trained community members capable of delivering quality tourism services
3. Tested and refined tourism products with demonstrated market acceptance
4. Established relationships with key tourism stakeholders
5. Comprehensive documentation of operational procedures and lessons learned
6. Clear recommendations for full-scale project implementation
7. Basic financial sustainability with demonstrated revenue generation potential
8. Established systems for community benefit-sharing and participation
3. Scope of Work

The CBT Expert will be responsible for the following activities across three main implementation phases:

3.1 Pre-Implementation Phase (3 months)

3.1.1 Site Selection and Setup

Conduct a detailed assessment of potential locations for the pilot center

Identify and secure an appropriate rental facility that meets the following eriteria:
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@ Accessible location with Proximity to tourist routes
o Adequate space for core activities (minimum 300-a00 Square meters)
o Basicinfrastructure {water, electricity, internet connectivity)
@ Potential for outdoor activities
©  Reasonable rental terms within budget parameters
Negotiate and finalize rental agreements
Develop floor plans and Space utilization strategles

Identify and procure necessary equipment and materials

3.1.2 Community Engagement and Planning

Conduct initial community meetings and sensitization

Develop transparent criteria for tommunity participant selection
Establish a cammunity advisory committee

Create detailed implementation plans with community input
Design benefit-sharing mechanisms

Develop initial training schedules and programs

3.1.3 Systems Development

Design basic operational procedures and manuals

Establish administrative and financial management systems
Create monitoring and evaluation frameworks

Develop safety and risk management protocols

Design quality control mechanisms

Establish documentation systems

3.2 Implementation Phase {18 months)

3.2.1 Center Operations

Oversee daily operations of the pilot center

Manage staff and commu nity participant schedules
Ensure proper maintenance of facilities and equipment
Implement safety and security protocols

Monitor service quality and visitor satisfaction
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*  Manage inventory and supplies
* Handle administrative and financial matters
3.2.2 Training and Capacity Building
*  Conduct skills assessment of selected commu nity participants
* Deliver structured training programs in:
o Cultural tourism product development
o Traditional eraft production and marketing

o Customer service and hespitality

a

Basic business management
o Health and safety procedures
o Environmental conservation
o Financial management
* Provide ongoing mentoring and support
= Evaluate training effectiveness and adjust programs as needed
*  Document training outcomes and participant progress
3.2.3 Product Development and Management
* Design and test tourism preducts including:
o Cultural performances and demonstrations
o Traditional craft workshops
o Guided cultural tours
o Interactive cuttural experiences
o Local food experiences
*  Establish pricing strategies
* Implement quality control systems
* Gather and incorporate visitor feedback
* Refine and adjust products based on market response
3.2.4 Marketing and Stakeholder Relations
* Develop and implement basic marketing strategies

» Create promotional materials
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Establish relations hips with tour Operators and travel agencies
Network with local tourism businesses

Manage staksholdar communications

Handle visitor inquiries and bookings

Maintain stakeholder database

3.2.5 Financial Management

Manage operati ng budget

Track revenue and expenses

Implement financial controls

Maintain financial records

Handle community benefit distributions
Prepare financial reports

Monitor financial sustainability indicatore

3.3 Evaluation and Transition Phase (3 months)
3.3.1 Performance Assessment

Conduct comprehensive evaluation of pilgt operations
Analyze visitor statistics and feedback

Review financial performance

Assess community capacity development

Evaluate product performance and markat acceptance

Document operational challenges and solutions

3.3.2 Documentation and Reporting

Compile operational manuals and procedures

Document best practices and lessons learned

Prepare training materials and guides

Create detailed recomme ndations for full-scale implementation
Develop transition plans

Prepare final project report

3.3.3 Knowledge Transfer
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Train community members in management roles
Document all processes ang procedures

Transfer operational systems and documentation
Conduct handover meetings with stakeholders
Establish continuation plans

Provide recommendatians for scaling up

3.4 Cross-Cutting Responsibilities

Throughout all phases, the CBT Expert will:

Ensure strong community participation and engagement
Maintain regular tommunication with AWF and key stakeholders
Submit requirad reports and documentation

Manitor and mitigate ricks

Ensure environmental sustaina hility

Maintain cultural authe nticity

Promote gender eq uality and social inclusion

Apply adaptive management approaches

Document lessons learned and best practices

3.5 Support and Coordination

The CBT Expert will:

-

Work closely with AWF project team
Coordinate with Iocal government authorities
Liaise with tourism stakeholders

Collaborate with community leaders

Engage with relevant government agencies
Network with conservation Organizations

Maintain relationships with tourism Industry partners

4. Expected Deliverables

The CBT Expert will be required to submit the following deliverables throughout the assignment period:

4.1 Inception Phase Deliverables {(Month 1)

32|Page



4.1.1 inception Report

Detailed work plan with timelines
Implementation Strategy

Stakeholder Engagement plan

Risk assessment and mitigation strategies
Monitoring and evalu ation framewark
Budget allocation plan

Team structure and responsibilities

Reporting templates and schedules

4.1.2 Site Selection Report

.

Assessment of potential locations
Evaluation eriteria and scoring
Cost-benefit analysis

Recommended location with Justification
Facility requirements and modifications
Space utilization plan

Equipment afd materials list

* Setup timeline and budget

4.2 Pre-Implementation Phase Deliverables (Months 2-3)

4.2.1 Operational Setup Documents

Standard Operating Procedures (SOPs) manual
Administrative and financial management systems
Health and safety protocols

Environmentsl management guidelinaes

Quality control procedures

Staff and volunteer handbooks

Training needs assessment report

Community engagement strategy

4.2.2 Training and Development Plans
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4.3 Implementation Phase Deliverables (Months 4-21)

Comprehensive training curricufum

Training materials and manuals

Capacity building schedule

Assessment and evaluation tools

Mentarship program framework

Skills development roadmap

Knowledge transfer strategy

4.3.1 Regular Operational Reports

Monthly progress reports including:

(=]

o

Q

o

a

Visitor statistics and feedback
Financial perfformance

Training activities and outcomes
Product development progress
Marketing activitias

Stakeholder engagement
Challenges and solutions
Community participation metrics

Environmental compliance

4.3.2 Quarterly Performance Reports

Detailed analysis of:
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Key performance indicatars
Financial sustainability metrics
Community benefit distribution
Product performance evaluation
Market response analysis
Training outcomes assessment
Environmental impact assessment

Stakeholder feedback sum mary
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4.3.3 Operational Documents

Updated SOPs and manuals

Product development documentation
Marketing materials and plans
Partnership agreements

Training completion certificates
Quality assessment reports

Risk management updates

Environmental compliance reports

4.4 Evaluation and Transition Phase Deliverables {Months 22-24)

4.4.1 Final Evaluation Report

Comprehensive assessment of:
o Pilot project achievements
o Financial performance analysis
o Community impact evaluation
o Market response analysis
< Environmental im pact assessment
o Stakeholder feedback co mpilation
©  Lessons learned documentation
@ Best practices ide ntification

o Challenges and solutions

4.4.2 Transition Documentation

Complete operations manual
Financial management handbook
Training program documentation
Marketing and promotion Euide
Stakeholder engagement strategy
Risk management framewark

Enviranmental management plan
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Community benefit-sharing mechanism

Quality control system

4,4.3 Scale-Up Recommendations

-

Detailed recommendations for full-scale implementation
Gap analysis and mitigation strategies

Resource requirements assessment

Implementation timeline and phases

Budget projections and financial models

Risk assessment and management plan

Stakeholder engagement framework

Monitoring and evaluation system

4.5 Format and Submission Requirements

4.5.1 Document Standards

All documents must be submitted in both hard topy and electronic format
Reports should ba written in clear, professional English

Use of visual aids (charts, graphs, photos) where appropriata

Proper referencing and attribution

Professional formatting and presentation

Executive summaries for major reports

4.5.2 Submission Timeline

Inception Report: End of Month 1

Setup Documentation: End of Month 3

Menthly Reports: By the 5th of each following month
Quarterly Reports: Within 15 days of quarter end

Final Report and Docu mentation: Two weeks before contract end

4.5.3 Quality Requirements

All deliverables must be-
o Professional in presentatian

o Comprehensive in content
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o Evidence-based
o Action-oriented
¢ Practical and implementable
o Clear and eoncise
o Properly reviewed and edited
4.5.4 Review and Approval
= All major deliverablas subject to review by AWF
* Feedback to be incorporated within agreed timeframes
* Final versions to be approved by designated authority

® Electronic and physical copies to be archived properly

The CBT Expert is expected to maintain high standards of professionalism in all delive rables and ensure

they provide practical value for both the pilot phase and future full-scale implementation.

5. Required Team Composition and Qualifications
The consulting team shall consist of the following key positions:
5.1 Team Leader/CBT Development Specialist (1 position)
Required Qualifications
* Master's degree in Tourism Management, Business Ad ministration, or related field
*  Minimum 8 years of experience in tourism development
* At least 5 years of ex perience in managing commun ity-based tourism projects
Key Responsibilities
* Overall project leadership and coordination
* Strategic planning and im plementation
* Stakeholder relationship management
*  Quality assurance and reporting
* Team supervision and management
*  Liaison with AWF and government stakeholders
5.2 Training and Capacity Building Specialist (1 position)
Required Qualifications
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* Bachelor's degree in Education, Adult Learn| Ng. or related field
*  Minimum 5 years of experience in training and capacity building
= Experience in developing training materials and curricula
* Fluency in Kinyarwands and English
Key Responsibilities
*  Design and implement tralning programs
* Develop training materials and manuals
*  Conduct training needs assessments
*  Monitor and evaluate training outcomes
¢ Mentor comm unity participants
* Document training Processes and results
5.3 Tourism Operations Manager (1 position)
Required Qualifications
* Bachelor's degree in Tourism, Hospltality Management, or related field
*  Minimum 5 years of experience in tourism operations management
* Experience in product development and quality control
* Strong customer service background
Key Responsibilities
= Day-to-day center operations management
* Produet development and testi ng
= Quality control implementation
* Customer service oversight
* Operational systems deve lopment
* Health and safety management
5.4 Community Engagement Officer (1 position)
Required Qualifications
* Bachelor's degree in social sciences, Community Development, or related field
*  Minimum 3 years of experlence in community mobilization

* Must be fluent in Kinyarwanda
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= Strong facilitation and communication skills
Key Responsibilities
* Community mobilization and e ngagement
*  Benefit-sharing mechanism im plementation
* Conflict resolutian and management
* Community feedback collection
* Local stakeholder coordination
*  Cultural authe nticity maintenance
5.5 Finance and Administration Officer (1 position)
Required Qualifications
* Bachelor’s degree in finance, Accounting, or Business Administration
*  Minimum 3 years of experience in financial management
*  Experience with project accounting and reporting
* Proficiency in financial ma nagement software
Key Responsibilities
* Financial management and reporting
* Administrative systems management
*  Budget tracking and control
*  Procurement management
* Record keeping and documentation
» Staff administration
5.6 Cultural Arts and Crafts Spedialist (Part-time)
Reguired Qualifications
¢ Proven expertise in traditional Rwandan arts and crafts
* Minimum 5 years of experience in artisanal training
* Strong understanding of local cultural heritage
* Experience in quality control and product development
Key Responsibilities

= Artisanal skills training

39|Page



Product quality eontrol
*  Cultural program development
* Traditional knowledge documentation
* Crafts production supervision
*  Market linkage for artisanal products
5.7 Marketing and Sales Officer (Part-time)
Required Qualificatians
* Bachelor’s degree in marketing, Business, or related field
¢ Minimum 3 years of experience in tourism marketi ng
* Strong digital marketing skills
*  Experience in proeduct pricing and promotion
Key Responsibilities
*  Marketing strategy implementation
* Tour operator relationships
* Digital marketing ma nagement
*  Sales and booking management
*  Market research and analysis
* Promotional material development
5.8 Key Team Requirements
Language Skills
* Team Leader: Fluent in English, basic Kinyarwanda
* Other team members: Fluent in both English and Kinyarwanda
* French language skills are an advantage for any team member
Location Requirements
* Core team members must be based at the project site
* Part-time specialists can work on a scheduled basis
Team Dynamics
* Demonstrated ability to work in multicultural environments

s Strong teamwork and collaboration skills
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Problem-solving orie ntation

*  Flexibility and adaptability

Cultural sensitivity and awareness

5.9 Support Staff

The core team will be supported by:

Security Personnel {2)
Cleaners (2)
Maintenance Staff (1)

These positions will preferably be filled from the local community

9, Selection Criteria

8.1 Technical Evaluation {70 Points)
9.1.1 Company/Organization Profile (10 points)

Legal status and registration (1 point)

Years of relevant experience (3 points)

Track record in CBT development (3 points)
Previous work in Rwanda/East Africa (2 points)

Financial stability (1 point}

9.1.2 Proposed Methodology and Werk Plan (20 points)

-

Understanding of the TOR and project context (4 points)
Clarity and feasibility of proposed approach (4 paints)
Innovation in proposed solutions {3 points)

Risk assessment and mitigation strategies (3 points)
Implementation timeline and work pian (3 points)

Monitoring and evaluation framework (3 points)

9.1.3 Team Composition and Qualifications (30 points)

Team Leader/CBT Development Specialist {10 points)

Educational qualifications (2 points)
Years of relevant experience (3 points)

similar project experience (3 paints)
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* Leadership capabilities {2 points)
Key Technical Team Members (15 points)
* Training Specialist qualifications and experience (3 points)
* Operations Manager qualifications and experience (3 points)
*  Community Engagement Officer qualifications and experience (3 points)
* Finance Officer qualifications and experience (3 points)
* Technical Specialists qualifications and experience (3 points)
Team Composition (5 points)
* Balance of skills and expertise (2 points)
* local language capabilities (2 points)
® Gender balance (1 point)
9.1.4 Knowledge Transfer and Sustainability (10 points)
¢ Training methodology (3 points)
*  Community engagement approach (3 points)
* Documentation and knowledge management {2 points)
*  Sustainability strategies (2 points)
9.2 Financial Proposal Evaluation (30 Points)
9.2.1 Budget Components (15 points)
*  Clarity and completeness of budget (3 points)
* Realistic cost estimations (4 points)
* Value for money (4 paints)
*  Cost effectiveness of propesed solutions (4 points)
9.2.2 Financial Management (15 points)
*  (lear financial reporting mechanisms (5 points)
* Budget monitoring systems (5 points)
* Financial control measures {5 points)
10. Application Process
10.1 Required Documentation

10.1.1 Technical Proposal
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The technical propasal must include:

1. Organizational Profile (max 5 pages)
¢ Company registration documents
o Tax compliance certificate
= Company profile and structure
o Past relevant experience
o Two years of audited fina ncial statements
= Professional indem nity insurance

2. Technical Approach {max 15 pages)
©  Understanding of the assignment
o Detailed methodology
o Work plan with imeline
o Implementation st rategy
@ Risk management approach
= Monitoring and evaluation framewark
o Quality assurance plan

3. Team Composition (max 10 pages)

o Team structure and organization

o CVs of key team members (max 3 pages each)

@ Time allocation matrix
o Team deployment schedule
o Roles and responsibilities
o Certificates and gualifications
4. Similar Experience (max 5 pages)
o Detailed description of 3 relevant projects
o Client references
o Project outcomes and impact
o Lessons learned

10.1.2 Financial Proposal
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Must be submitted in a separate sealed envelope/file including:
1. Detailed budget breakdown
2. Unit costs and quantities
3. Payment schedule
4. Financial ma nagement approach
5. Budget notes and justifications
10.13 Supporting Documents
* Company registration certificate
» Taxclearance certificate
* VAT registration (If applicable)
* Professional certifications
* Insurance certificates
* Partner agreements (if any)

* Bank reference letter
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