








Annex 1
Cover Letter Format (Submitted on Letterhead)

To
Capacity Solutions & Implementation Department (CSI)
Asian Productivity Organization
1-24-1 Hongo, Bunkyo-ku, Tokyo 113-0033, Japan

Subject line: Proposal for Curriculum Development for CPS and CGPS

Dear Program Officer: 

1. We, the undersigned, having carefully examined the Request for Proposal (RFP) document for Curriculum Development for CPS and CGPS, propose to provide the required services in full conformity with the RFP document.
2. We have read all the provisions of the RFP document and confirm that they are acceptable to us. 
3. We further declare that additional conditions, variations, and/or deviations, if any, found in our proposal shall not be put into effect. 
4. We agree to abide by the terms of this proposal, consisting of this cover letter, the technical proposal, the financial proposal, and all other documents required under the RFP. We confirm that our proposal will remain valid and binding for a maximum of 90 days from the date of submission.
5. If selected, we agree to enter into a service agreement with the Asian Productivity Organization (APO) for undertaking the assignment. This proposal, together with any clarifications and revisions agreed during the selection and contracting process, may form the basis of the service agreement.
6. We declare that all the information and statements in this proposal are true and accept that any misrepresentation or misinterpretation contained in it may lead to our disqualification from consideration. 
7. We understand that you are not bound to accept any proposal you receive, nor to give a reason for rejection of any proposal, and that you will not bear any expenses incurred by us in preparing and submitting this proposal.

Yours sincerely,

<Signature>

Name
Date: dd mm 2026
Designation


Annex 2
Organizational Details

	Name of Organization
	 

	Date of Incorporation/Establishment
	 

	Date of Commencement of Business
	 

	Address of Registered Office
	 

	Address for Correspondence
	 

	Areas of Expertise Related to This Assignment
	 

	Name of Contact Person
	 

	Mobile Phone Number of Contact Person
	 

	Email Address of Contact Person
	 





Annex 3
Experience in Similar Assignments

	No.
	Client/Organization
	Assignment Details
	Year Assignment Was Undertaken
	List of Supporting Documents or Samples Enclosed

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	
	
	
	
	






Annex 4
Financial Proposal

	Details
	Unit Cost (USD)
	Qty.
	Amount (USD)

	Review of relevant APO requirements and reference materials
	
	
	

	Development of CPS curriculum framework and content
	
	
	

	Development of CGPS curriculum framework and content
	
	
	

	Development of training/learning materials and practical exercises
	
	
	

	Consultation, revision, and finalization of curricula and materials
	
	
	

	Other costs (please specify)
	
	
	

	Applicable taxes and levies (if any)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total Amount (USD)
	



Notes:
• All costs should be quoted in US dollars.
• All applicable national taxes and levies should be stated and included in the total amount.
• The total quoted amount should be written in both numerals and words, e.g., USD2,500 (two thousand five hundred US dollars).
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