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TERMS OF REFERENCE - SERVICE PROVIDER
PIEU KHOAN THAM CHIEU — NHA CUNG CAP DICH VU

Project: Swiss Tourism for Sustainable Development in Vietnam (ST4SD)
Dw an: Du lich Thuy Sy vi sw Phat trién Bén virng tai Viét Nam

Service name: Visa advisory service for the study trip delegation to Switzerland
Tén dich vu: Dich vu tw van visa cho doan hoc tap thuec té tai Thuy ST
Contract term: From April 2026 to June 2026

Thoi han hop déng:  Ttr 04/2026 dén 06/2026

Application deadline: Before 23 April 2026
Han nép don: Trwée ngay 23/04/2026

1. Background and Rationale | Béi canh

The Swiss Tourism for Sustainable Development in Viethnam (ST4SD), financed by the Swiss State
Secretariat for Economic Affairs (SECO), aims at making Viet Nam’s tourism sector more sustainable
and inclusive. As part of the economic development cooperation of Switzerland for Viet Nam, it is
implemented by the consortium of Helvetas Vietham, a Swiss international NGO, and Center for Rural
Economy Development (CRED), a Viethamese NGO. The Ministry of Culture, Sports and Tourism
appointed the Viet Nam National Authority of Tourism as the project owner.

ST4SD will organize a study visit to Switzerland from 4 to 14 June 2026. The delegation will comprise
of 15-20 participants, including: national and provincial government officials, travel association
representatives, academic representatives (lecturers), and project team members. The participants are
based in different provinces across Northern, Central and Southern Vietnam.

To facilitate this activity, ST4SD seeks a qualified travel and visa advisory agency to provide
comprehensive visa support services for the delegation.

Dw &n Du lich Thuy Sy vi sw Phét trién Bén viing tai Viét Nam (ST4SD), do Téng cuc Kinh té Lién Bang
Thuy Sy (SECO) tai tro, nhdm muc dich thuc day sw phat trién bén viing va bao tram cta nganh du lich
Viét Nam. La mét phéan trong hop tac phat trién kinh té gitta Thuy Sy va Viét Nam, dw éan do Helvetas
Vietnam, mét té chirc phi chinh phi quéc té cda Thuy ST va Trung tdm Phét trién Kinh té Néng thén
(CRED), mét té chirc phi chinh phd cua Viét Nam thuc hién. Cuc Du lich Quéc gia Viét Nam thuéc B
Van hoéa, Thé thao va Du lich la chd duw an.

Duw &n ST4SD sé té chirc chuyén hoc tap thuc té tai Thuy STtir ngay 4 dén ngay 14 thang 6 nédm 2026.
Poan gébm 15-20 thanh vién, bao gém: cén bd co quan nha nuéc cép trung wong va dia phuong, dai
dién cac hiép hdi du lich, giang vién va can b6 dw an. Cac thanh vién tham gia dén tir nhiéu tinh thanh
trén ba mién Bé&c, Trung va Nam cta Viét Nam.



Dé hé tro trién khai hoat déng nay, dw én ST4SD tim mét don vi tw van du lich va visa ¢é néng luc nhdm
cung cép goi tw van visa toan dién cho doan.

2. Objectives | Muc tiéu

To provide a full package of visa advisory and support services to ensure timely and successful visa
applications for all members of the delegation.

Cung cép g6i dich vu tw vén va hé tro visa toan dién cho tét ca thanh vién trong doan nham hoan tét
tha tuc visa dung thoi han va dat két qua.

3. Scope of Services | Pham vi dich vu
The selected agency will be responsible for, but not limited to, the following:
3.1 Information Provision & Document Check

e Prepare and deliver a comprehensive visa guidance package outlining required documentation,
with information tailored to each participant category.

o Assess eligibility and verify completeness and compliance of application documents for each
visa applicant.

3.2 Advisory & Coordination Support

¢ Provide ongoing communication and advisory support to the delegation throughout the
application process.

e Assist in handling visa-related issues, including interview preparation, application delays, re-
submissions, or cancellations.

3.3 Translation Support (if required)

e Provide translation of supporting documents in accordance with visa requirements.

Pon vj duoc lra chon sé chiu tréch nhiém, bao gém nhung khéng giéi han & céc cong viéc sau:
3.1. Cung cép théng tin & kiém tra ho so

e Chuén bj va cung cp b6 huéng dan xin visa day dud, néu ré céc loai gidy to cén thiét, duorc thiét
ké cu thé véi terng nhém déi tuong.

o Kiém tra diéu kién va tinh day du, hop Ié cda hé so cua tirng thanh vién trong doan.
3.2. T van & hé tro’ diéu phéi
e Duy tri lién lac, huéng dan thuong xuyén cho doan trong sudt qua trinh nép hé so xin visa.

o H6 tro xtr ly cac van dé lién quan dén visa, bao gébm chuén bj phéng van, gidi quyét cham tré hé
S0, ndp lai hd so hodc hiy hé so.



3.3. H6 tror dich thuat (néu cén)

e Dich thuét céc tai liéu theo yéu c4u cta hé so xin visa.

4. Selection criteria | Tiéu chi Iwra chon

The service provider should demonstrate:
o Competitive pricing and value for money
e Proven experience handling visa applications for large delegations of similar composition
e Strong track record of successful visa applications to Switzerland

e Familiarity and working experience with the Embassy and Consulate General of Switzerland,
and its external service providers in Vietnam

Pon vj cung cép dich vu can chimg minh:
e Murc gia canh tranh va tuong xteng vaoi gia tri dich vu

e Béng chung chirng minh kinh nghiém xt ly hé so visa cho cac doan sé luong I6n véi thanh phén
trong tw

e Hb so nang luc tét véi ty 16 thanh céng cao trong viéc xin visa di Thuy ST

e Am hiéu va c6 kinh nghiém lam viéc v&i Pai str quén va Téng Lanh sw quan Thuy Si, ciing nhw
céc don vj cung cép dich vu duoc dy quyén cua Thuy Sitai Viét Nam

5. Proposal submission | Nép hé sor dé xuat

Interested suppliers are requested to submit their proposals detailing the following:
o Company profile with relevant experience
o Certificate of good completion of similar consultancy and experiences.
¢ Financial proposal

The submitted documents must be password-protected. You will be asked for the password after
submitting the application. Proposal should be sent to procurement@st4sd.vn and assist3@st4sd.vn
before 23 April 2026.

The email subject line should begin with: [TOR.13/04/2026] Visa advisory service for the study
trip delegation to Switzerland | Dich vu tw van visa cho doan hoc tap thwc té tai Thuy Si

Please note that only shortlisted candidates will be contacted.

Céc don vj quan tam vui Iong gt h6 so dé xuét, bao gém céac ndi dung sau:
e H6 so néng luc coéng ty kém theo kinh nghiém lién quan
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e Minh chimg hoan thanh tét cac hop dong tw van va kinh nghiém tuong tw
e Dé xuét tai chinh

Céc tai liéu ndp phai dugc bdo vé bang mat khdu. Bon vj sé duoc yéu cdu cung cdp mat khéu sau khi
nép hé so. H6 so dé xudt wui long g t6i  cac  dia  chi
email procurement@st4sd.vn va assist3@st4sd.vn truréc ngay 23/4/2026.

Tiéu dé email can bat dau bang: [TOR.13/04/2026] Visa advisory service for the study trip
delegation to Switzerland | Dich vu tw van visa cho doan hoc tap thuwc té tai Thuy ST

Xin lwu y réng chi cac don vi dép tmg yéu céu sé duoc lién hé.



