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Introduction 

The purpose of these Guidelines is to provide the Managing Contractor (MC), the 
Government of Vietnam (GoV), the Australian Department of Foreign Affairs and Trade 
(DFAT), Aus4Skills partner organisations, individual participants, and providers with 
principles and a general operating framework for the tendering, procurement and 
implementation of Aus4Skills activities.  

All procurement and grant activity under Aus4Skills will be conducted in accordance with, 
respectively, the Australian Commonwealth Procurement Rules and the Australian 
Commonwealth Grants Rules and Guidelines.  

Gender equality, disability and social inclusion (GEDSI) considerations are to be fully 
integrated into all Aus4Skills outcomes and activities. 

 Background 

The Aus4Skills Program reflects the Australian Government’s continuing commitment to 
support Vietnam’s human resource development (HRD). Aus4Skills Phase 2 (or the 
Program, contracted as the ‘Australia-Vietnam Human Resource Development 
Partnership’) continues and builds on Aus4Skills Phase 1 (February 2016 – June 2021) to 
support Vietnam to access and use high-level professional and technical knowledge, skills 
and competencies to contribute to its sustainable socio-economic development and 
stability. The Program also aims to deepen and further benefit the reputation of 
Australia’s education and skills sector in Vietnam and the region and enhance public 
diplomacy and economic engagement between counterparts and institutions.  

The Program’s Whole of Program Outcomes (WOPOs) are as follows: 

WOPO : Male and female alumni use new skills and knowledge to make positive 
contributions to selected priority areas 

WOPO 2: Selected GoV, private sector and civil organisations, and other partners, 
demonstrate organisational change as program facilitated improvement(s) in policies, 
practices or performance standards  

WOPO 3:  Australia and Vietnam have stronger, sustainable links in selected 
sectors/agencies 

The Program also seeks to facilitate sector, cross-sector and national level changes that 
contribute to Australia’s role as a valued strategic partner. 

Aus4Skills contributes to these outcomes through five components: 

Component 1:  Australia Awards Scholarships (AAS) 

Component 2:  Alumni Engagement 

Component 3:  Higher Education Capacity Building (HECB) 

Component 4:  Promoting Industry Linkages in Vocational Education and Training (VET) 

Component 5: the Vietnam Australia Centre (VAC) including an Advancing Women in 
Leadership (AWIL) stream.  

DFAT has contracted Tetra Tech International Development Pty Ltd (“Tetra Tech 
International development”) as MC, to deliver the Aus4Skills Program in Vietnam.   
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The MC will sub-contract Australian Universities or a Registered Training Organisations (a 
“provider” or “providers”) to design and deliver the majority of Aus4Skills activities. 

 Aus4Skills Components 

The Aus4Skills Program is designed around five main components: 

1. Australia Awards Scholarships (AAS) 

AAS are a valuable mechanism for Australia to assist Vietnam to address its human 
resource development needs. AAS provide scholars with tertiary qualifications, knowledge 
and skills in areas of priority development need. Scholars are expected to contribute to 
sustainable socio-economic development in Vietnam by suing the skills, knowledge and 
leadership capabilities gained while also maintaining links with Australia and Australians. 
The success of AAS in contingent upon scholars gaining employment in relevant fields, and 
putting their new skills and knowledge to good use.  

From 2016 – 2020, some 677 Vietnamese women and men have successfully completed 
their tertiary studies in Australia under an AAS. 

The Australian Government encourages equity in access to opportunities and benefits for 
all, without discrimination. AAS have long supported successful study by people with 
disabilities, ethnic minorities and from rural disadvantaged areas, and they equip women 
to enhance their leadership and contribution to critical fields of the economy and 
development in Vietnam. 

2. Alumni Engagement 

More than 70,000 Vietnamese women and men are part of Australia’s global alumni 
network. Alumni engagement activities in Vietnam art part of Australia’s global approach 
to alumni engagement, as set out in the Australia Global Alumni Engagement Strategy. All 
Australian alumni, including those privately funded and funded through GoV scholarships, 
are encouraged to participate in alumni engagement activities. Australia’s support for 
alumni activities is well received by alumni and their organisations, and is a valuable part 
of Australia’s efforts to contribute to Vietnam’s future peace and prosperity, not only in 
business and trace, but also through long-term partnerships in economics, security and 
innovation. 

Alumni engagement activities support male and female alumni of Australian education to 
enhance their skills and knowledge learnt in Australia to allow them to contribute to the 
development of their sector, community and more broadly Vietnam and strengthen their 
links with Australia. Alumni engagement activities are demand-driven and determined by 
the Australian Embassy in Hanoi and Aus4Skills in partnership with Australian alumni.  

3. Higher Education Capacity Building (HECB) 

Through HEBC activities, Australia will support Vietnam to access knowledge, skills and 
competencies that support changes to higher education in Vietnam. Specific areas of 
support, as agreed between the Australian Embassy in Hanoi and the Ministry of 
Education and Training, align with Vietnam’s Amended Law on Higher Education (Nov 
2018), Decision No. 89/QD-TTg or Decision No. 69/QD-TTg. 

The desired outcome is that selected male and female Vietnamese university leaders and 
administrators will gain new knowledge and skills on higher education leadership, 
governance and management.  

Support activities will include training, workshops, technical assistance, mentoring or 
coaching.  Government officials and university rectors, managers and lecturers are 
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expected to benefit from this discrete support. A balance will be sought in men and 
women’s participation.  

4. Promoting Industry Linkages in Vocational Education and Training (VET) 

This component aims to support a sustainable and replicable, high quality, inclusive, 
industry-led skills development model that equips VET graduates with the competencies 
for working in the logistics and allied sectors.  

An industry-led skills development model is one that sees industry reference council/s, 
training providers, business and enterprises, and broader government policy combining to 
set and implement a vision for skills and training needs for a workforce. The GoV has 
recognised the value of an industry-led skills development model in the logistics sector. 

This component includes support for: advocacy for policy acceptance and for a formal 
legal framework for the Logistics Industry Reference Council (LIRC) which was established 
during Phase 1 of Aus4Skills, promotion of the industry-led model of skills development, 
enhancing LIRC processes, capabilities and functions; capacity and capability building 
support for VET colleges; further developing the nascent professional network of colleges; 
implementation of education quality frameworks and quality assurances processes; 
consistently promoting inclusive skills development and employment throughout the 
learning to employment cycle; and, consistently promoting participation by women, 
ethically diverse and people with disability in VET courses and the logistics industry and 
VET and sector leadership. 

5. Vietnam Australia Centre (VAC) including an Advancing Women in Leadership 
(AWIL) stream 

The VAC will draw on Australian expertise to support Vietnam’s future leadership, while 
enabling Vietnam and Australia to pursue solutions to shared national and regional 
challenges and deepen people-to-people and institutional links. It will bring together 
influential Vietnamese and Australian leaders, government officials, experts and 
academics to train the future leaders of Vietnam.  

The VAC will build on strong partnerships with the three specific Vietnamese  
institutions: the Ho Chi Minh National Academy of Politics; the Ministry of Foreign Affairs; 
and the Office of Government, with the HCMA taking a lead role in recognition of its 
important role in building the capacity of Vietnamese Government and Party officials. 
 
The VAC coordinate and deliver training and capacity building activities for Vietnamese  
Government and Party officials in core domestic and international policy and decision-
making competencies, bring Australian experts, academics, government officials and 
policy makers to Vietnam to share their knowledge and expertise, and bring Australian 
and Vietnamese officials together for learning, exploration and research on topics of 
mutual interest to improve shared understanding and foster collaboration. 
 
VAC activities will be designed to deliver improvements to core leadership competencies 
of Vietnamese Government and Party officials, an enhanced ability for Vietnam to pursue 
its strategic and economic interests nationally and on the international stage, 
improvements in the ability of Vietnam leaders to analyse and implement core domestic  
Policies, stronger, more sustainable international linkages through which to pursue the 
shared, and a vision for an Indo-Pacific region that remains peaceful, resilient and shaped 
by the global rules and norms. 
 
The VAC incorporates cross-cutting gender equity, disability and social inclusion  
issues and the Centre will contribute to the realisation of Australia and Vietnams’ shared 
gender equity goals. 
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Support to the Human Capital Pillar of the Mekong Australia Partnership (MAP) and the 
post graduate human rights law program at the Vietnam National University School of Law 
also fall under this component of Aus4Skills. 

 Aus4Skills Toolbox 

Aus4Skills will utilise a wide range of modalities or tools to serve the achievement of the 
Program Outcomes. They include: 

 Formal Australia Awards 

Australia Awards consist of Australia Award Scholarships, Australia Awards Short Course 
Awards and Australia Awards Fellowships.  
 
Australia Awards Scholarships (AAS) are long term development awards that provide 
opportunities for full-time postgraduate study (one to two years) at participating 
Australian institutions.  They equip recipients with the skills and knowledge to drive 
change and contribute to the economic and social development of their own countries. 
Australia Awards Scholarships are available either directly, through targeted provision to 
an organisation as agreed with the Australian Embassy, or through ‘open’ application 
processes.  
 
Australia Awards Short Courses (AASC) can be substantially more flexible and responsive 
than the long-term Australia Awards Scholarships, whilst still providing the option for 
recognised academic credit or statements of competency (to Australian Qualifications 
Framework standards) to participants who successfully complete the course 
requirements. They involve engaging an Australian university or Registered Training 
Organisation to conduct the short course. Short courses may be delivered in Vietnam or 
Australia, or a combination of both.  
 
Australia Awards Fellowships (AAF) are available for current and future leaders and mid-
career professionals from Vietnam. Australian sponsoring organisations in conjunction 
with relevant Vietnamese partner organisations and/or individuals submit proposals to 
DFAT for Fellowships.  
 

 Complementary Assistance for Australia Awards participants 

Australia Awards Complementary Assistance is limited to forms of assistance that 
directly improve the ability of individuals to access, or maximise benefits from Australia 
Awards. This assistance may be preferentially provided to an organisation with 
agreement or direction from DFAT.  For example, preferential access to English 
Language Training.  

 Informal Learning Opportunities 

Informal Learning Opportunities (ILOs) are a highly flexible means of providing a virtually 
unlimited range of HRD-related assistance to an organisation. They do not need to meet 
the definitions or standards set by formal Australia Awards and therefore allow for more 
flexible application. ILOs may be offered to individuals, organisations or cross-cutting 
thematic groupings of individuals.  
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ILOs may include, but are not limited to, the following pre-existing or tailor designed 
activities: 

• Non-Australia Awards short courses of any form  

• Seminars/workshops/conferences/study tours 

• Technical assistance in any relevant field  

• Agency visits with facilitated debriefing sessions  

• Simulations 

• Film and performance events with Q&A  

• Guest speaker events including events in Ted Talk and lounge style formats 

• Facilitated Communication for Development/advocacy opportunities  

• Mentoring and coaching exercises 

• Short work placements  

• Communication events/retreat coalition building for partners 

• Research assistance 

• Identifying, negotiating and facilitating opportunities for linkages between Australian 
and Vietnamese organisations (unless contrary to Australian Commonwealth 
Procurement Rules).  

It is important that all tools are deployed with clear targets, responsive to the context and 
strategic intents, so that the desired outcomes are likely to be achieved. 
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 Aus4Skills Activities Design  

Aus4Skills Activities will, in general, be agreed during the annual planning process. Some 
Activities may run on an annual cycle, being repeated over several years. However, it is likely 
there will be other Activities scoped, designed and implemented outside of this process. 
Under any Component, the Australian Embassy in Hanoi may request that Aus4Skills 
implement additional Activities according to different timeframes based on need and specific 
circumstances.  

 Activity Design 

 Aus4Skills Activity Definition 

In Aus4Skills an “Activity” must: 

Every ‘Activity’ must:  

1. Be able to clearly demonstrate how it will contribute to one or more of the Program 
Outcomes;  

2. Be able to clearly demonstrate that the intended contributions to the Program 
Outcomes can and will be measured; and 

3. Must fall into one of the following Activity types: 

- Australia Awards Scholarship;  

- Australia Awards Short Course plus any complementary Informal Learning 
Opportunities (ILOs) that are share a common and transparent logic (including any 
Activity management tasks); or  

- One or more ILO(s) that share a common and transparent logic (including any 
Activity management tasks). 

 Scope of Services 

The Aus4Skills MC designs each Activity approved in the Annual Plan in the form of a Scope of 
Services, which will be approved by the Australian Embassy in Hanoi. The Scope of Services 
will include information about the intended Activity purpose, overview of content, objectives 
and learning outcomes, intended duration, participant profile and selection process, 
communication and public relations requirements, standard terms of contract details, 
monitoring of participant learning, reporting requirements, and any other information 
relevant to the services to be delivered. The approved Scope of Services informs the Request 
for Tender (RFT), or in exceptional cases as approved by DFAT, a more targeted Request for 
Proposals (RFP) from specific providers.  

 Activity Design and Delivery Plan  

Potential service providers will be responsible for developing a Draft Activity Design and 
Delivery Plan/Program as part of their response to the Scope of Services in the RFT/RFP. 
During the contracting stage, the preferred provider will be responsible for finalising the 
Activity Design and Delivery Plan/Program submitted at tender based on feedback given by 
the Tender Evaluation Committee (TEC) and other Aus4Skills staff responsible for the relevant 
Program Component to which the Activity belongs.  
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 Prioritising gender equality, disability and social 
inclusion 

Australia places very high priority on efforts to achieve gender equality and women’s 
empowerment and to provide equal opportunity for other disadvantaged groups. 
Accordingly, Aus4Skills has been designed to ensure women, people with disability, and the 
rural disadvantaged, including disadvantaged ethnic minority people, in Vietnam benefit 
equally in this program.  

Aus4Skills is committed to: 

• GEDSI specific activities, actions and efforts with a dedicated primary purpose to tackle 
persistent challenges and barriers that are holding women, people with disabilities and 
people from disadvantaged rural locations, including disadvantaged minority peoples, 
back from achieving their full potential; and 

• Mainstreaming GEDSI activities, actions and efforts across all of Aus4Skills activities 
because equality in human resource development cannot be achieved with only 
standalone GEDSI specific activities.  

Aggregated across the whole Aus4Skills program, the participant profile must conform to 
program targets for inclusion of at least 50% women, and the notional 20% target for people 
with a disability and people disadvantaged by rural isolation1.   

All Activities need to take into consideration how they can empower women and girls, 
promote gender equality and address barriers to women’s participation. All Activities need to 
ensure that reasonable adjustments are put in place to enable people with disability to 
participate on an equal basis with all other participants.  

Aus4Skills will ensure selection criteria for all procurement will require providers to 
demonstrate their approach to integrating GEDSI considerations throughout Activity design 
and delivery.  

 Contextualisation of learning to the specific 
context 

For Aus4Skills activities to be effective, providers must understand well the workplace context 
of the participants. In practice, this means providers are expected to invest in gaining that 
understanding when they do not already have it.  

At the tender/proposal stage, prospective providers are expected, as far as possible, to 
demonstrate their understanding of the Vietnamese context and target organisations or 
cohorts and relate their proposed approach to that context in their tender submissions. 
Contextual understanding will be considered in selecting providers. 

At the contracting stage, the Aus4Skills MC can provide briefings and generally it is 
appropriate for the preferred provider to make staff available for briefing during contracting, 
prior to finalisation of the detailed Activity Design and Delivery Plan/Program. In certain 
exceptional cases, it may be recommended in the Scope of Services that providers build a 
preliminary fact finding or scoping visit to Vietnam into their Technical Proposal in order to 
effectively contextualise a planned Activity for participants.   

 
1 In so far as actual populations of potential candidates allow these targets to be met. It is not expected that each Activity 
will have these inclusion targets.  
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 Short Courses 

Aus4Skills short courses are usually customised so the timing and content are tailored to 
suit specified needs and the Vietnamese context. Short courses may be an AASC or not 
(see Section 4.1). An essential aspect of short courses is that the participants and their 
organisations perceive the relevance of any short course as needs based/demand driven 
and that the content is tailored in ways that allow the participants to apply the learnings 
from the short course to their context in Vietnam.  

Aus4Skills short courses normally include supported on-the-job learning because of the 
emphasis Aus4Skills places on application of skills and knowledge and may also include 
study tour components. Application of learning must be reported according to specified 
course learning outcomes in order to complete the requirements of the course and 
receive a certificate of completion. In other words, Aus4Skills short courses require actual 
demonstration of ability to apply skills and knowledge, not only demonstration of abstract 
understanding or ideal plans about what may be intended to be done. Potential providers 
are asked to demonstrate in their Technical Proposal at tendering how they support 
application of skills and knowledge. Normally providers must assess participants’ 
application of new skills and learning in order for participants to successfully complete a 
short course. 

Providers for Aus4Skills will ensure the provision of mentoring and/or coaching for on-the-
job application, and this may be conducted online. Other parts of a short course may also 
be delivered online. Aus4Skills is keen to find ways to showcase Australian providers’ 
expertise in contemporary, educationally sound delivery methods such as blended 
learning, project-based learning, flipped classroom and competency-based learning. 
Guided cycles of action planning and reflection and adjustment of plans and actions to 
apply lessons to each participant’s working context in Vietnam are proven tools for 
optimising the benefits derived from training.  

Given that some high-level Vietnamese professionals find it difficult to leave the job for 
even two weeks at a time, Aus4Skills encourages flexible delivery methods and 
approaches from providers and monitors their effectiveness on an ongoing basis. 

Short courses constitute the majority of Aus4Skills Activities and RFTs/RFPs from potential 
service providers are most often for short course design and delivery.  
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 Australia Awards Short Courses 

Whilst all Aus4Skills short courses are distinguished by the focus on demonstrated 
application of new skills and knowledge in the participants’ workplaces (as detailed 
above), AASCs have specific features as detailed in this section.  

 Course Contents  

The overarching topics of AASC are always aligned with priorities of the AIP for Vietnam.  
The expectation is that usually a potential service provider will be able to tailor an existing 
accredited course or courses to fulfil the purposes of the AASC. The detailed design of 
AASCs will be customised by the provider around the participants’ needs with the aim of 
maximising learning opportunities and outcomes.  

The detailed contents are fleshed out based on agreed learning outcomes, consultation 
with the Aus4Skills partner organisations in Vietnam and the provider, and the time frame 
allowed for the course.  

Every course will include content on gender awareness and social inclusion, and wherever 
appropriate, promote gender equitable leadership. 

Every course will provide participants with the opportunity to meet Australian experts in 
the course topics, and where possible include relevant site visits and workplace 
observations. 

Each AASC participant will also develop as part of the course an individual Application 
Project (or where appropriate, a group Application Project or action plan) for how they will 
continue to use the new skills and knowledge gained in the course. 

Each AASC will include assessment of learning and reporting of the assessment outcomes 
for individual participants. 

 Course Delivery and Structure: The “sandwich” model  

Most AASCs will include an in-Australia module, however this is not mandatory. Certain 
AASCs may be based completely in Vietnam when specific factors prevail which do not 
require travel to Australia. 

The Aus4Skills Design intends that in most cases AASCs will deliver a core in-Australia 
module that is sandwiched between in-Vietnam pre- and post-course modules.  

The AASCs will be delivered in all aspects to Australian quality standards, to be overseen 
by the selected Australian provider. Adult appropriate and diverse learning formats, 
including time for reflection, will be used. 

Pre-core modules 

Pre-core modules are included to ensure that the provider and participants are both 
able to maximise the learning from the core and post-core modules. Pre-core modules 
will typically involve travel to Vietnam by trainers of the selected provider in order to 
conduct structured learning initiatives to engage participants in the practicalities of the 
topic and prime course participants for the in-Australia module.  

The pre-core module should cover the key abstract concepts that participants will apply 
or see applied in Australia. Participants have provided feedback that they do not want to 
spend time in Australia focussed on abstract conceptual knowledge that can be just as 
well delivered in Vietnam.  
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As part of the pre-core module, the provider will organise and implement a pre-departure 
briefing (see Section 7.7). 

At the end of the pre-core module participants will have clear intentions about what 
they will learn in Australia and how it is likely to be useful for their work in Vietnam. Pre-
core modules may sometimes result in changes to the content of the in-Australia core 
module/s based on learning and deeper understanding of the needs of participants, 
though the pre-core module cannot be primarily a needs-analysis exercise.  

In-Australia core module 

AASCs will generally require less than three months for the in-Australia core module. 
They will usually be two to three weeks. The length of each module can vary according 
to the best way to address the identified need. These details will be specified in the 
Scope of Services in the RFT/RFP. In-Australia core modules are designed to deliver 
content and learning experiences in Australia that cannot readily be delivered to 
participants in Vietnam.  

A number of different and integrated methods to stimulate learning are likely to be 
used. While solid content input is expected, time should also be allowed for participant 
reflection and discussion of the application of the content in Vietnam. Participants tend 
to appreciate meeting counterparts who do similar work in Australian workplaces to the 
work they do in Vietnam. It is especially helpful when those counterparts are willing to 
share their experiences in overcoming particular challenges that are relevant to the 
Vietnamese participants. Site visits in Australia are highly valued when the relevance is 
self-evident. Core modules must be designed with focus on practical application by the 
participants in their workplaces in Vietnam. 

Post-core modules 

Post-core modules serve the purpose of supporting participants to apply learning and 
capture additional learning from the experience of putting new skills and knowledge 
into practice in their workplace in Vietnam. The demonstrable application of enhanced 
knowledge, skills and networks and associated learning activities in this module should 
contribute substantially to the assessment for completion of AASCs. 

As part of most AASCs, participants will plan and implement a work-based learning 
project to be called an "Application Project" or similar. The purpose of the project is to 
demonstrate application of enhanced networks and skills. The topic of the project will 
be negotiated, approved and sponsored by the supervisor or appropriate manager in the 
targeted organisations. During the AASC, regular review and integration sessions ensure 
that the content and processes of the short course and the development and 
implementation of the Application Project are meeting the learning needs of the 
individual participant as well as the targeted organisations.  

Participants will formally report back on the progress of their Application Project in a 
written report describing what has been achieved so far and any challenges faced. In 
addition, participants will present/exhibit the results of their Application Project in 
person at a Symposium/Exhibition in Vietnam. These activities will be assessable and 
contribute to successful completion of the AASC requirements. 

The Post-core module will typically involve ongoing contact between the provider and 
the participants to support a structured process of application of skills and knowledge in 
the workplace accompanied by reflection and capturing learning about the effectiveness 
of the application efforts. Participants should be encouraged to maintain contact with 
counterparts or others they have met in Australia.  
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Potential course providers will be expected to outline their strategy to support the 
participants’ application of skills in their Technical Proposal and Activity Design and 
Delivery Plan/Program (see Section 3). Should the provider choose to work with a 
nominated high-quality Vietnamese provider for this module, the arrangements should 
be made clear from the outset in the Technical Proposal and agreed to with the 
Aus4Skills MC. 

Potential course providers should note that the post-core module should be considered 
the complete integrated package of supporting application of learning after the core 
module and presentation/exhibition of the learning gained from application. That is, the 
post-core module usually is not just a single seminar or workshop. 

 Participant Selection  

All participants nominated for AASCs must be approved by the Australian Embassy in 
Hanoi (see Section 6). 

 Assessment and Certification 

Aus4Skills requires providers to assess the participants’ learning based on reliable valid 
evidence and report the assessment outcomes and process. Normally, the provider will 
detail its intended assessment process as part of the Technical Proposal and Activity 
Design and Delivery Plan/Program. 

Wherever possible the provider should furnish the participants with a record of academic 
achievement that can be used for further study should any participant wish to pursue that. 
In the case of AASCs, the expectation is that a provider should be able to tailor existing 
accredited course design and assessment practices to fulfil the purposes of the AASC. This 
way of designing the course and assessment should make it straightforward for the 
provider to provide a record of assessment that will be evidence for credit (or recognition 
of prior learning, or advance standing) to continue academic studies with an Australian 
provider.  

At the outset of the pre-core participants must be informed about expectations for 
assessment and requirements to earn academic credit if available. Additionally, 
participation requirements in order to receive a Certificate of Participation are to be made 
explicit. 

At the end of the AASC, the provider will arrange an award ceremony and celebration 
where the participants are awarded a Certificate of Participation using the Australia 
Awards supplied format and, wherever possible, a Certificate of academic achievement for 
those who have met academic requirements for such certification. 

 Branding and Communications 

Aus4Skills requires specific standardised branding of AASCs to which all providers must 
conform. Aus4Skills will provide the contracted provider with branding guidelines, 
message banks and guidelines on use of social media to ensure compliance with these 
requirements (see Section 9.6). 

 Australian Alumni 

Upon completion of an AASC, participants will become members of the Australia Global 
Alumni Network. Awardees’ biographical information will be included in the Australia 
Alumni database and Alumni are strongly encouraged to take part in post-award 
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monitoring and evaluation activities, in addition to other professional development and 
social activities arranged by and for Australia Alumni.  

The contracted provider is required as part of their contract to provide in their Completion 
Report to Aus4Skills the latest contact information for the participants. This information 
will be recorded in the Australia Alumni database. The MC manages all Australia Alumni 
engagement. 

Wherever possible a short course will be designed as an AASC. But in some cases a short 
course may be offered that does not need to meet all the specific requirements to be 
defined as an AASC. In the lexicon of the Aus4Skills Toolbox (see Section 2.3), such courses 
are strictly speaking “Informal Learning Opportunities.” 

The emphasis in these short courses will also be on application of skills and knowledge. 
The content, structure and delivery of these short courses will still be driven by specific 
learning outcomes (determined by the Aus4Skills MC in the Scope of Services) and need to 
be contextualised specifically for participants by the provider. 

In such cases, Aus4Skills will usually still expect a detailed Activity Design and Delivery Plan 
and the assessment of participants’ learning as part of service delivery, but the 
expectations around formal assessment of learning will be less. The provider will still be 
expected to give participants a Certificate of Participation but it will not be constrained by 
Australia Awards branding.  

 Other Informal Learning Opportunities 

Aus4Skills may also design and require providers to deliver other informal learning 
opportunities such as seminars, workshops, or similar short events, technical assistance or 
other tailor designed Activities as agreed with DFAT. 

Aus4Skills will contract providers for these Activities in accordance with Australian 
Commonwealth Procurement Rules as for all other Activities.  
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 Participant Selection 

Each Activity will be designed for a clearly specified target group of participants, which will 
be detailed in the Scope of Services. For short courses (both AASC and non-AASC), the 
usual number of participants will be between 15 and 25, half of who will normally be 
women. Persons with disability and from other disadvantaged groups are encouraged to 
apply or be nominated. 

Aus4Skills Activities may be designed for thematic target groups who are not part of only 
one targeted organisation or sector. For example: women in leadership; managers in 
selected VET colleges; or managers in various targeted organisations, when a common 
need for managerial skills development is identified. 

Participants are selected transparently by explicit processes and criteria.  

 Prioritising gender equality, disability and 
social inclusion 

Aggregated across the whole Aus4Skills program, the participant profile must conform to 
program targets for inclusion of at least 50% women, and the notional 20% target for 
people with a disability and people disadvantaged by rural isolation2.   

Women’s active participation is sought where women meet the criteria for the Activity. 
The same applies to persons with a disability or disadvantaged by rural isolation. 

Applicants with disability and/or special needs are strongly encouraged to provide details 
of their disability and/or special needs at the earliest opportunity. Disclosure will not 
disadvantage an applicant from being considered, as Aus4Skills operates under a non-
discrimination policy. Early notification will provide Aus4Skills with adequate time for the 
assessment of needs and preparations for reasonable support to be made. This 
information is bound by Australian confidentiality and privacy laws and will be shared only 
for the purpose of facilitating an accessible, barrier-free learning and living environment. 
Reasonable adjustments may include modifications to physical or learning environments 
and additional educational supports such as sign interpreters, captioning and personal 
care assistance depending on assessment of the individual’s needs.  

Participants with a disability will be assisted with the visa application requirements 
including, but not limited to, meeting the costs of obtaining medical reports if required. 

 Participant selection process 

The methodology to be used for participant selection will vary based on the nature and 
specific requirements of each Activity and will be specified in the Scope of Services at RFT. 
Participant selection will be merit based and adhere to the principles of transparency and 
accountability.  

The following scenarios, among others, may be applied when conducting participant 
selection: 

 
2 In so far as actual populations of potential candidates allow these targets to be met. It is not expected that each Activity 
will have these inclusion targets.  
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• Recipient agencies invited to nominate participants who meet the participant profile 
and selection criteria. 

• Recipient agencies invited to nominate a long list of candidates (e.g. 40-50 
applicants), and a selection panel selects the 20 best candidates plus 5 reserves (this 
process could be coordinated by the recipient agency or by Aus4Skills).  

• Open application process within selected target agencies, and a selection panel 
selects as above. 

• Open application process, target agencies not nominated (for mix participant courses 
open to a range of agencies). Applicants who meet the criteria send their applications 
directly to Aus4Skills, and a selection panel selects as above. 

The MC has responsibility for managing participant selection. In some circumstances this 
will be conducted with input from the provider. If this is the case it will be specified in the 
Scope of Services.  

For AASCs DFAT will have final approval of participant selection. Depending on the nature 
of the Activity, DFAT approval may be required for selection of participants in some non-
AASC activities.  

The MC will provide the provider with participant profiles as soon as they are available 
(preferably during contract negotiations so the provider can design the Activity 
appropriately for the participant cohort).  

 English language requirements 

In order to ensure broad opportunity for participation, participants in AASCs and other 
Aus4Skills Activities are not always required to speak English.  

English Language requirements and additional services (such as interpretation and 
translation) which the provider may need to implement will be detailed in the Scope of 
Services. It is expected most Activities will require interpretation and translation and the 
provider will need to arrange appropriate interpretation services suitable for the subject 
matter. 

For certain Activities which do not include interpretation, participants may need to have 
functional English proficiency and may be required to sit an English test in order to 
undertake the course or Activity. 

 Sexual exploitation, abuse and harassment 

DFAT has clear and strict policies in relation to managing and reducing the risk of sexual 
exploitation, abuse and harassment. All providers and participants must act in accordance 
with the DFAT Preventing sexual exploitation, abuse and harassment Policy. Providers are 
responsible for ensuring compliance. DFAT takes a zero-tolerance approach to any 
infringement and is committed to acting on every allegation in a fair and reasonable way 
with due regard for procedural fairness. The MC reserves the right to conduct police 
checks and other screening procedures to ensure a harassment-free environment. 

 Child protection 

https://www.dfat.gov.au/international-relations/themes/preventing-sexual-exploitation-abuse-and-harassment#:~:text=In%20April%202019%2C%20the%20Secretary%20of%20DFAT%20released,and%20all%20DFAT%20partners%2C%20in%20Australia%20and%20overseas.
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DFAT has clear and strict policies in relation to managing and reducing risks of child abuse 
and exploitation. All providers and participants must act in accordance with the DFAT Child 
Protection Policy and sign a copy of the DFAT Child Protection – Professional Behaviours 
Code of Conduct (Attachment B of the DFAT Child Protection Policy). Providers are 
responsible for ensuring compliance. DFAT takes a zero-tolerance approach to any 
infringement.  The MC reserves the right to conduct police checks and other screening 
procedures to ensure a child-safe environment. 

 Participant personal information and privacy 

Personal information may be collected from applicants for the purpose of assessing 
applications and managing, promoting or evaluating Aus4Skills activities in accordance 
with DFAT’s Privacy Policy. Information collected may include personal details such as 
gender, date of birth, identification numbers and passport details, as well as prior 
academic qualifications (transcripts and history), current and previous employer details, 
professional memberships or associations, criminal history, banking information, 
residential and mailing addresses, English test scores, and medical assessments.  

DFAT may disclose personal information to third parties, for the purpose of managing, 
promoting or evaluating Aus4Skills activities. All AASC participants and participants of 
activities with an in-Australia component must consent to DFAT disclosing their personal 
information to overseas recipients, that is, individuals or entities who are not in Australia. 
Providers are responsible for ensuring that all participants sign a Material Consent Form 
(in the template provided by Aus4Skills prior to service delivery and attached at Annex 1) 
and for returning the signed forms to the Aus4Skills Component Manager. Providers must 
acknowledge that they understand DFAT will not take any steps to ensure that an 
overseas recipient does not breach an Australian Privacy Principle under the Privacy Act 
1988.  

https://dfat.gov.au/about-us/publications/Pages/child-protection-policy.aspx
https://dfat.gov.au/about-us/publications/Pages/child-protection-policy.aspx
https://dfat.gov.au/about-us/about-this-website/pages/privacy.aspx
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 Entitlements for Participants 

Participants in Aus4Skills Activities will usually be entitled to full logistical and financial 
support for all parts of the Activity (for example, pre- and post-core activities and the in-
Australia core component, where there is one).  

For Activities with an in-Australia or other overseas module, participants will also be 
provided with welfare support and all costs associated with travel, accommodation, visas, 
insurance, living costs and other entitlements as outlined in this Section 7.  

 Carers and dependants of participants 

No entitlements will be made available for the dependants of participants. Due to the 
short time frame and intensive schedule of Aus4Skills Activities dependants are not 
permitted to accompany short course participants to Australia. Only in exceptional 
circumstances will consideration be made to approve dependents accompanying a course 
participant, which must be approved in writing by the Aus4Skills MC at the time of 
nomination of participants.   

In approved cases entitlements may be made available for carers of participants.  

 Travel 

 Travel costs 

Travel costs to/from and within Australia and Vietnam (if the training location is outside a 
participant’s workplace city) incurred as part of the Activity are funded through the 
Activity (this will be specified in the Scope of Services in the RFT/RFP). The provider will 
organise and procure all travel, including flights, ground transport and hotels, unless 
otherwise instructed by Aus4Skills.  

Participants are to travel by the most direct route and are entitled to the "best fare of the 
day" which is the economy class fare available during the period of travel. Air tickets will 
be booked from the regional or international airport closest to their workplace city and to 
the airport closest to their training destination.  

The dates for the Activity have been set in advance and participants must ensure that they 
are available to travel on the prescribed dates. Unless unavoidable, stopovers are not 
permitted. If unavoidable, reasonable accommodation costs that have been pre-approved 
will be paid. 

 Reimbursed travel  

Where it is not possible for the provider or Aus4Skills to make and pay for logistical 
arrangements, participants must obtain prior approval in advance of travel to incur a 
necessary expense in order to be reimbursed. Participants will be required to provide a 
receipt for the reimbursed expense. 

 Personal travel 

During leisure time, participants may undertake activities of their choice provided the 
Provider is aware of their whereabouts and that they have provided the welfare officer 
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with a local contact number. It should, however, be noted that participants are 
discouraged from undertaking personal travel far from the Activity location/s.  

For Activities with an in-Australia component, providers will include their rules for 
personal travel in their pre-core module and orientation briefing. All participants are 
bound to comply with the rules established by the provider and only travel within 
permitted areas during leisure time.  

All other travel by participants outside of the permitted areas (e.g. to visit relatives or 
friends) is prohibited. Aus4Skills does not provide funds for reunion travel. 

 Participants with disability 

DFAT and training institutions provide reasonable support to allow participants with 
disability to participate in all Activities on an equal basis with all other participants. The 
support needs of each participant with disability will be different, as will the nature of the 
reasonable adjustments that are necessary and appropriate. The needs of each participant 
who disclose a disability will be assessed on a case-by-case basis well before they are 
mobilised. 

 Excess baggage 

Participants are responsible for the cost of excess baggage. It is the participant’s 
responsibility to ensure that they are aware of and comply with the airline baggage 
allowable for their flight, as stated in their e-ticket.  

 Extensions of stay 

It is prohibited to extend the stay in Australia after the Activity has been completed. 
Participants are required to travel home on the dates of the issued e-ticket. In most cases, 
visas issued for Aus4Skills activities will have a ‘no further stay’ condition so the visa 
cannot be extended.  

In exceptional circumstances participants may submit request for an extended visa period. 
These requests will only be considered at the time of original visa application and are 
subject to Aus4Skills and DFAT approval.  

Providers should ensure these conditions are communicated clearly to participants during 
the pre-departure and orientation briefings.  

 Visas 

 Australian visas 

For Activities with an in-Australia module, all participants must uphold their visa 
conditions while in Australia and must have satisfactory academic results for the duration 
of the course. Participants are required to attend every class and Activity. Personal travel 
during scheduled course times is prohibited.  

All visa arrangements and payments will be made directly by the contracted provider (or 
the MC if specified in the Scope of Services) on behalf of the participant. 

In most cases, participants will be travelling to Australia on the 500 Student Visa.  Other 
visa types, such as the 600 Visitor Visa or the Asia-Pacific Economic Cooperation Business 
Travel Card may be applicable in exceptional cases at DFAT’s discretion. Aus4Skills will 
cover the visa processing costs and the medical examination (if required).  
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The Australian Government’s visa issuing body is the Department of Home Affairs. The 
requirements referred to here are set by the Department. Neither DFAT nor the MC 
controls or can influence the visa process in any way. Participants are advised that the 
Australian visa form is a detailed form that will require a substantial amount of time to 
complete. It is considered fraudulent to provide false or misleading information on the 
visa application form.  

It is a Department of Home Affairs requirement that participants provide certified copies 
of supporting documentation to accompany visa applications. Passports do not need to be 
submitted with the application form but participants must submit a clear, legible copy of 
the biometrics page of the passport with their application. The expiry date of passports 
must be after the end date of the training. Participants are responsible for ensuring that 
their passport meets the relevant validity period for travel (i.e. six months from the date of 
travel in the case of most airlines).  

In most cases, visas issued for Aus4Skills activities will have a ‘no further stay’ condition so 
the visa cannot be extended.  

However, visas will not have any restrictions on return visits after participants return to 
Vietnam and complete the course/Activity.  

 Other visas 

Where an Activity requires travel to another country the visa requirements and 
responsibilities of the provider will be specified in the Scope of Services in the RFT.  

 Accommodation 

Accommodation will be paid at cost through reimbursement or in most cases direct to 
vendors by the provider (unless otherwise specified in the Scope of Services).  

 In-Australia accommodation 

For accommodation in Australia (if required) for durations of longer than two weeks, 
previous experience with short course participants from other countries has 
demonstrated a strong preference for participants to be able to prepare the majority of 
their own meals. Apartments with cooking facilities are available in all city locations and 
are the preferred style of accommodation. The standard is as follows: 

• Shared apartment accommodation for two persons with two bedrooms and a fully 
equipped kitchen;  

• Separate bathrooms where available and within budget.  

 In-Vietnam accommodation 

For accommodation in Vietnam (if required), participants will stay in a twin shared room 
or single room (depending on availability) in a 3-star hotel in accordance with the  

 Other accommodation 

Where an Activity requires travel to another country the accommodation entitlements 
and responsibilities of the provider will be specified in the Scope of Services in the 
RFT/RFP.  
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 Travel and Medical Insurance  

Where an Activity requires participants to travel to a country outside of Vietnam (usually 
to Australia) the provider will arrange for appropriate travel and medical insurance for all 
participants during their stay. 

Family members or dependants are not permitted to accompany participants and 
therefore participants are not eligible for assistance with family entry or assistance with 
family OSHC insurance coverage. 

The will organise and procure all travel insurance and deliver comprehensive briefings on 
the insurance policy and support arrangements with participants as part of their pre-
departure briefing and upon arrival in the destination country.  

 Travel and medical insurance in Australia 

Providers must provide a Certificate of Insurance for each of the participants covering 
them from their time of arrival in Australia to their time of departure to support the 
Australian visa application process.  

Support with access to medical assistance in Australia when a participant is ill will be 
arranged by the provider (e.g. through the Welfare Officer).  

There are a number of background issues to consider when determining the appropriate 
level of support in facilitating health care service provision including: 

• Australia has a high reputation in health care and participants may understandably 
want to take advantage of Australian health services; and 

• OSHC Worldcare Standard policy excludes coverage for pre-existing medical 
conditions3. 

 Welfare Officer support 

All providers must nominate a Welfare Officer as part of their delivery team in Australia. 
This officer is the key person involved in supporting participants who require medical or 
dental assistance in Australia. It is required that the Welfare Officer will: 

• make arrangements for any participant who is ill to be seen at a general practice or a 
suitable clinic (e.g. university health centre); 

• attend the clinic with the participant, and ensure the provision of interpretation 
services to support medical treatment, if required; 

• explain the payment system and health insurance coverage applicable to the 
participant at the time of the doctor’s visit; 

• assist the participant to purchase prescribed medication from a local pharmacy; 

• ensure the participant fully understands the dosage and frequency of any medication; 

• support and monitor the participant while they are ill or under treatment; and 

• keep the Aus4Skills Component Manager informed of the situation. 

 
3 Course providers should ensure full consideration is given to GEDSI needs when selecting the level of support in health 
care service provision, such as exclusions relating to pregnancy.  
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For activities delivered in a country other than Australia or Vietnam the provider should 
outline in their tender submission and Activity Design and Delivery Plan their approach to 
providing welfare support to participants.  

 Per Diems 

The provider will make all necessary arrangements to pay per diems to participants for any 
day/s the participants spend away from their workplace city. This includes both in-
Vietnam and in-Australia modules.  

Per diems are intended to cover local transport, food, entertainment, stationary, 
incidentals and other personal needs. 

If participants are provided meal(s) funded directly or indirectly by the Activity, they 
cannot also claim the per diem for that meal. For example, if breakfast is included in the 
accommodation tariff, this would be a meal funded by the Activity and per diems should 
be adjusted accordingly (aircraft meals do not count).  

Per diems apply on travel days. Where travel exceeds 10 hours, including travel time and 
returning the same day and travelling overnight, the full amount of per diem is applicable.  

For air travel requiring journeys to and from airport, the per diem is calculated from 2 
hours before departure time and two hours after the arrival time. 

If traveling by car, per diem is calculated from departure time (i.e. time of leaving home). 
Participants are entitled to a meal per diem if travel time falls: within the 6am to 9am 
period; within the 11am to 2pm period; or within the 5pm to 8pm period. 

Incidentals include water, phone calls, laundry etc.  
Per diems do not need to be acquitted by the provider.   

 In-Australia per diems 

For in-Australia modules all participants will be paid a per diem of AUD 82/day during their 
time in Australia. The provider pays the per diem on the basis of the formula: “number of 
nights in Australia plus one” (to allow for return travel).  

Where adjustments need to be made for meals provided, the following rates should be 
used: 

In-Australia rates (AUD) 

Breakfast Lunch Dinner Incidentals Total 

$16.40 $24.60 $24.60 $16.40 $82.00 

 In-Vietnam per diems 

For participants travelling outside their normal workplace city per diems will usually be 
made available and this will be determined between Aus4Skills and the provider during 
contracting when a final budget is developed for the Activity. The rate for in-Vietnam per 
diems will depend on the activity location and will be calculated according to current EU-
UN Cost Norms 2022  (converted to AUD at the prevailing exchange rate).  

Where adjustments need to be made for meals provided by the Activity, the EU-UN rates 
should be used. 

 Per diems in other countries 

https://www.eeas.europa.eu/delegations/vietnam/eu-un-cost-norms-2017_en
https://www.eeas.europa.eu/delegations/vietnam/eu-un-cost-norms-2017_en
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Where an Activity requires travel to another country the applicable per diem rates will 
be will be determined between Aus4Skills and the provider during contracting when a 
final budget is developed for the Activity. These will usually be calculated according to 
the EU-UN Cost Norms 2022. 

 Pre-departure Briefing for International Travel 

For all activities requiring participants to travel to another country the provider will 
organise and implement a pre-departure briefing 2-4 weeks prior to the participants 
leaving Vietnam.  

Participants will be briefed on the program, as well as the logistical and support services to 
be delivered by the provider whilst participants are overseas.  

In preparing for these sessions, the provider is responsible for developing the presentation 
content, as well as providing participants with a Pre-Departure Information Booklet. This 
can be the provider’s own material or the standard Aus4Skills Pre-Departure Information 
Booklet (provided by the Aus4Skills MC during contracting with the provider) to ensure it 
details all information relevant to the specific course.  

The pre-departure briefing should ensure that: 

• participants are well prepared for their departure; 

• participants are “settled in” to their new environment for the duration of the 
international module; 

• participants understand relevant short course and study tour policies and 
procedures;  

• participants know how to access academic and welfare support while overseas; 

• participants understand customs and quarantine policies and health care issues such 
as treatment of pre-existing medical conditions and health care assistance; 

• participants are informed of recreational activities overseas; and 

• participants have the opportunity to further their cross-cultural understanding of the 
foreign country context. 

 On Arrival Briefing 

For all Activities requiring participants to travel to another country, the provider will 
provide a Safety Briefing and an Orientation Briefing upon arrival (these can be combined 
if delivered within 24 hours of arrival).  

Safety Briefing  

The provider will provide participants with a Safety Briefing on arrival (within 24 hours of 
arrival) which will involve: 

• provision of emergency numbers; 

• provision of important safety tips; and 

• issuance of an information card (in Vietnamese) providing relevant information on 
medical emergency procedures and non-emergency process for seeing a doctor, 
Welfare Officer contact details, emergency numbers such as police, etc. 

https://www.eeas.europa.eu/delegations/vietnam/eu-un-cost-norms-2017_en
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Orientation Briefing 

Within 48 hours of arrival participants will receive a short follow-up Orientation Briefing. 
Recipients will be briefed by the provider on the program, as well as the logistical and 
support services to be delivered.  

In preparation for these sessions, the provider is responsible for developing the 
presentation content, which should cover at a minimum: 

• introduction to the provider team and explanation of roles and responsibilities.   

• program venues, facilities, attendance and expectations; 

• per diem amounts, payment processes and proper use;   

• accommodation rules and policies, security arrangements and considerations, fire 
and emergency evacuation, and use of shared facilities; 

• local orientation including nearby shops and public facilities;  

• course and local transport including pick up points, payment methods, schedules and 
to/from the course venue;   

• health insurance policy including: 

- coverage and benefits  
- exclusions and treatment of pre-existing medical conditions 
- up-front payments and gap fees 
- insurance claims process and timing 

• communications and IT including for example, SIM cards and credit, international 
phone cards, use of laptops and internet and email access; 

• outline of academic and welfare support mechanisms available (e.g. what to do if 
they need medical assistance, out of hours support, etc.); and 

• outline of visa requirements and restrictions. 
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 Contracted Provider Selection 

The selection of providers will be conducted in accordance with the Australian 
Government Commonwealth Procurement Rules and adhere to the standard and 
approach adopted by DFAT for the procurement of goods and services under the 
Australian Aid Program.  

Aus4Skills will maintain a list of current and prospective providers and share information 
about the tender pipeline to all providers on an equal basis.  

This information will also be made available at: Tender opportunities - Tetra Tech 
International Development (tetratechasiapacific.com).  

 Requests for Tender 

Aus4Skills RFTs will usually be at the Activity level. In most cases Aus4Skills RFTs will be for 
the delivery of AASCs or high-value ILOs including non-AASCs.  

Tender processes will commence with an RFT issued with, typically, a minimum four-week 
tender preparation deadline. The RFT will be accompanied by a Scope of Services detailing 
the specific services required for that Activity.  

Tenders will be assessed by a Tender Evaluation Committee comprising members 
appointed based on the specific technical and institutional priorities of the course or ILO. 
Members may include staff from relevant sections of DFAT, the Australian Embassy in 
Hanoi, GoV agencies, key stakeholders, technical or academic specialists and Aus4Skills 
MC staff.  

Tenders will comprise a technical and financial component, and will be assessed using a 
transparent scoring formula that takes both components into account.  

 Technical Proposal 

Technical components will usually require tenderers to explain their strategy and 
approach to the delivery of the Activity, building upon the Scope of Services to address the 
selection criteria. The Technical Proposal will usually be worth 80% of the final score.  

The Technical Proposal will require the provider to outline, at a minimum: 

Prior performance and organisational capacity demonstrating the tenderer’s capability 
and expertise in the technical components of the Activity as outlined in the Scope of 
Services. This will usually include: 

• Previous experience designing and delivering similar activities; 

• Previous experience in Vietnam; 

• Previous experience with Australian Government funded activities; 

• Capacity to ensure that gender equality women’s empowerment and disability and 
social inclusion are integrated appropriately and effectively throughout the design 
and delivery of the activity/s; and 

• Public Relations and Communications capacity and resources to support the activity 
and to capture stories of impact and to mitigate risk. 

Technical capacity and response to the Scope of Services demonstrating ability to deliver 
the Activity. The Tenderer must provide details of their approach to the design and 

https://intdev.tetratechasiapacific.com/work-with-us/tender-opportunities/
https://intdev.tetratechasiapacific.com/work-with-us/tender-opportunities/
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delivery of the activity in to enable the achievement of program outcomes and the specific 
activity purpose and learning outcomes in the form of a Draft Activity Design and Delivery 
Plan/Program. This should include description of (as relevant to the scope of services): 

• how gender equality, women’s empowerment and disability and social inclusion will 
be integrated into the activity/s; 

• intended teaching and learning material;  

• intended delivery modes;  

• when applicable, intended assessment tasks, and any academic credit the 
participants will receive upon successful completion;  

• how the activity/s will be appropriately contextualised for the skills and experiences 
of the Vietnamese participants; 

• how the different modules or elements of the activity/s will be designed and 
delivered as a coherent whole;  

• intended logistical and welfare arrangements (in both Australia and Vietnam); 

• arrangements for professional interpretation and translation;  

• approach to application of learning; 

• approach and resources to effectively monitor and evaluate progress towards, and 
achievement of, individual participant learning outcomes, as well as the overall 
progress and success of the course against its outcomes and objectives; and 

• risk management.  

Nomination of core personnel demonstrating the core personnel have the appropriate 
qualifications and experience to design and implement the Activity/s (supported by CVs) 
and proposed remuneration level and number of input days. When preparing the RFT 
Technical Proposal tenderers will be required to propose a team structure which 
addresses their capacity to deliver the Scope of Services. All international positions must 
meet the requirements of the DFAT’s Aid Adviser Remuneration Framework (ARF) (see 
Section 10.1) which remains applicable to the Aus4Skills program. Premium rates may not 
be applied (see Section 10 for further information on core personnel entitlements). 
Providers tendering for an Aus4Skills Activity will need to nominate the key specialists 
identified and demonstrate they have the appropriate qualifications and experience to 
design and implement the Scope of Services.  

Usually core personnel will include the following positions (however in some providers will 
be given the option to propose an alternative core team structure): 

Designer / Leader (can be one or two people) - the technical expert who will work with the 
MC and other relevant stakeholders to design the course/Activity in detail, including 
liaising with Australian experts and organisations. The Designer will be responsible for 
developing the Activity Design and Delivery Plan.  

The Leader or Technical Adviser is the technical expert who will lead the course/Activity 
full-time over the period that the participants are in Australia or in Vietnam. The Leader 
will provide the main technical, educational and academic input. He/she will conduct 
sessions, coordinate inputs from other expert presenters, and make final decisions about 
the program. He/she also has a major role in facilitating the learning of participants and 
reviewing progress of the group and individuals. For AASCs, the Course Leader is expected 
to deliver the pre- and post-core sessions in Vietnam. 

https://dfat.gov.au/about-us/publications/Documents/adviser-remuneration-framework-2016.pdf
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Coordinator - the key administrator responsible for the day-to-day management of the 
course/activity. S/he will make all the arrangements for the delivery of the Activity 
(including travel, accommodation and logistics, financial administration, and reporting 
coordination). The person undertaking this role needs to be a proven high-level 
administrator and coordinator. Where an Activity will take place predominantly in 
Vietnam, experience to date has indicated that engagement of a local coordinator who 
speaks Vietnamese, has familiarity with the local context, has local contacts etc., is critical 
to efficient and effective service delivery. 

Gender Equity, Disability and Social Inclusion Adviser - the person responsible for ensuring 
the design and delivery of the course/Activity effectively and appropriately addresses 
gender equality, women’s empowerment and disability and social inclusion issues.  The 
GEDSI Adviser is a technical expert in gender equality, women’s empowerment and 
disability and social inclusion. If another core personnel member has these skills and 
experience it can be the same person (this must be specified in the Technical Proposal). 

Welfare Officer (only for activities with an in-Australia component) – the person 
responsible for the welfare of participants, who provides ongoing advice and welfare 
support for the participants while in Australia. The Welfare Officer needs to be available 
24/7 in case of emergency and communicate with Aus4skills/MC about any incidents. The 
Welfare Officer liaises between the group and the delivery team, where issues or concerns 
arise. The Welfare Officer has a major responsibility directly the participants. It is 
preferable that the Welfare Officer has relevant background in pastoral care and 
Vietnamese language skills. 

Other key Technical Advisers/Facilitators as specified as being required in the RFT.  

Examples of innovation and value for money in the delivery of the Activity. This may 
include: 

• delivery effectiveness, special approaches to empowerment/engagement of 
participants, capacity building partner institutions, progress mentoring, and 
sustainability; 

• previous work with Aus4Skills Program partners; and 

• existing delivery models, partnerships, industry connections, resources and materials 
that will contribute to effective course delivery. 

Draft Design and Delivery Program/Plan outlining the tenderer’s approach to the design 
and delivery of the Activity/course to enable the achievement of program outcomes and 
the Activity/course purpose and learning outcomes, including (as relevant to the scope of 
services): 

• Short description of intended topics or activities; 

• Intended teaching and learning material; 

• Intended delivery modes; 

• Indicative schedule and locations; and 

• Who will likely facilitate each topic/session. 

 Financial Proposal 

Tenderers must submit a Financial Proposal as a part of their RFT.  The Financial Proposal 
should be submitted as a stand-alone, separate document using the Excel Spreadsheet 
Template provided in the RFT. Tenderers should keep in mind that the TEC will not 
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normally see the Financial Proposal until after the technical scoring is complete and as 
such will not consider information in the Financial Proposal as part of the technical 
evaluation. The Financial Proposal will usually be worth 20% of the total assessment score. 

A financial price assessment will only be undertaken for Tenders assessed as technically 
suitable by the TEC.  

The final Service Fees for Aus4Skills short courses are negotiated with the preferred 
tenderer. The financial detail required for the Financial Proposal (i.e. price assessment) 
includes the tenderer’s management fee and personnel costs (forming the Fixed Fees 
(non-reimbursable costs) component of the overall Budget): 

Schedule 1 Core personnel course design cost 

Schedule 2 Core personnel course delivery cost 

Schedule 3 Fixed management fee 

Schedule 4 Summary of Unit Costs for Tetra Tech Price Comparison 

Reimbursable costs associated with the course delivery are not required in the Financial 
Proposal at tender. These costs will be determined with the preferred tenderer during 
contract negotiations in line with the mandated service levels. 

 Contracting  

Successful tenderers will be invited to negotiate a detailed services contract directly with 
the MC. The contract will contain standard conditions, and provisions specific to the Scope 
of Services. A copy of the standard contract terms and conditions will be available to 
tenderers as part of the RFT. Tenderers unable to comply with the standard terms and 
conditions are discouraged from tendering, as these conditions cannot be adjusted during 
contract negotiation.  

The preferred provider will be required to build upon their tender during the contracting 
stage to develop a Final Budget and Activity Design and Delivery Plan OR an updated and 
detailed Program (further details of which will be specified in the RFT). 

 Budget 

The budget will build upon the Financial Proposal submitted at tender to include all 
reimbursable costs for the delivery of the activity, unless otherwise advised and agreed by 
the MC. The Budget must be in the template provided by Aus4Skills. In certain instances, a 
maximum budget for an Activity will be specified in the Scope of Services. In such cases, 
the Financial Proposal submitted by potential providers at the RFT stage must not exceed 
the specified maximum budget. 

 Activity Design and Delivery Plan/Program 

This will build upon the submitted Technical Proposal to detail specification of: 

• syllabus; 

• teaching and learning methods; 

• schedule (including the plan for duration and contact time in each module); 

• intended learning outcomes; 

• delivery staff, including intended guest speakers (if any);  
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• details of the learning resources to be used; 

• assessment methods; 

• monitoring and evaluation approach (see Section 11); and 

• strategic communications approach (for example, media content for offline and 
online publication, capturing of students’ progress including quotations and impact 
stories, high quality photos and videos to support the communication of Aus4Skills 
Program activities and results to audiences in Vietnam and Australia).  The approach 
will be developed in conjunction with the Aus4Skills Communications Manager.  

A contract will be signed only once the final Budget and Activity Design and Delivery 
Plan/Program have been accepted by the Aus4Skills MC and DFAT. 
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 Implementation Considerations 

 Delivering the logistical requirements of the 
contract 

Aus4Skills sub-contracted activities, in most cases, require the provider to arrange and pay 
for all the logistical requirements of the delivery of the Activity. This includes Activities in 
Vietnam as well as Activities in Australia and any other country if applicable.  

Logistical support usually includes all travel, accommodation, per diems, insurances, visas, 
ground transport and transfers and other logistics.  In exceptional circumstances, the 
Aus4Skills MC will support these arrangements as specified in the Scope of Services in the 
RFT. 

Aus4Skills has preferred provider arrangements and rates (see Annex 2 for current 
preferred providers). Aside from these preferred provider arrangements, some Aus4Skills 
activities will require implementation in provincial areas outside Hanoi and Ho Chi Minh 
City. 

Providers may choose to partner with a high-quality Vietnamese organisation to support 
specific activities. This can be particularly beneficial to support in-Vietnam logistical 
requirements. Any proposed partnerships should be included in the Technical Proposal of 
the RFT submission, clearly nominating the partner organisation, and included in the 
approved Course/Activity Design and Delivery Plan. 

 Pastoral care of participants 

Experience has shown that groups visiting Australia for the first time and only for short 
visits will have high pastoral needs. While not all groups will be first time visitors, the 
provider must demonstrate the capacity to attend to the pastoral needs of the participant 
group while they are in Australia. At a minimum this means having a suitably qualified and 
experienced Welfare Officer appointed and accompanying the group at all times in 
Australia (see Section 8.1). 

For all activities requiring participants to travel to another country, the provider must 
specify their approach to providing pastoral care to participants.  

 Professional Interpretation and Translation 

Many participants in the target groups may not have high levels of English language 
competence and depend heavily on translation and interpretation, unless otherwise 
stated in the RFT. All interpretation and translation must be performed by professional, 
qualified personnel (see Annex 2 for current preferred providers). The quality of 
interpretation and translation will affect the quality of engagement with participants and 
therefore their learning outcomes. 

Translation of materials should be done as far as possible in advance. Experience has 
indicated that participants who need the support of translation want material in both 
English and Vietnamese. Failure to submit translated course materials by the deadlines 
stipulated in the contract may result in a weak Partner Performance Assessment (see 
Section 9.7).  
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Where possible, simultaneous interpretation is ideal (especially for modules in Vietnam), 
but often participants will still require time to discuss the interpretation as various 
concepts are new and/or not readily translatable into Vietnamese.  Wherever 
interpretation is used for more than half a day there should be two interpreters available 
at all times. Consecutive translation can be used for in-Australia modules. Expected 
interpretation and translation services for an activity will be detailed in the Scope of 
Services at RFT.  

Aus4Skills MC staff are not translators and should never be expected to perform 
translation or interpretation services. This includes during the delivery of course activities 
and translation of documents. Poor quality interpretation and translation services 
arranged by the provider may result in a weak Partner Performance Assessment.  

 Innovative approaches to delivery 

Providers are encouraged to be innovative in their chosen delivery methods. Activity 
contents and reference material should draw on the growing number of published 
qualitative and quantitative studies of the practice environment and reform efforts and 
practices in Vietnam.  

Where possible and appropriate, providers should involve relevant Vietnamese academics 
as contributors to the content of the learning program.  The learning outcomes and 
assessment of the learning outcomes should be stated in terms that include the successful 
completion of the Application Project to demonstrate skills and identification of lessons 
learned through application.  

 Incident Management 

From time to time an incident, or crisis, may occur with participants in Vietnam or 
overseas. The provider will maintain direct support responsibility for all participants whilst 
they remain part of the Activity or course. The MC may establish an incident or crisis 
management team, linked into DFAT, and advise or reinforce the provider of their legal, 
privacy, duty of care and communication obligations. Directions may be given by the MC 
to the provider and any reasonable additional resources can be recognised and pre-
approved. 

 Strategic Communications 

Providers are expected to generate professional multimedia communications, to promote 
the outcomes of the Activity and Australia – Vietnam linkages to the Australian audience 
(including contributions to the Foreign Policy White Paper and the Strategic Partnership 
between Australia and Vietnam eg commercial opportunities that have developed), and 
promote outcomes of the Activity and share human interest and broader impact stories of 
Activity participants to the Vietnamese audience.  

All communication products by providers should acknowledge support from the Australian 
Government for the activity, and ensure gender balance in all communication products 
whenever possible and/or appropriate.  

Specifically, providers will be responsible for preparing a communications checklist (using 
the template provided by Aus4Skills) in accordance with Australian Government 
requirements for MC approval prior to contracting which outlines the provider’s approach 
to: media content for offline and online publication; capturing of participants’ progress 
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including quotations and impact stories; and which includes high quality photos and 
videos to support the communication of Aus4Skills Program activities and results to 
audiences in Vietnam and Australia. 

All photos and videos taken by providers during their delivery of the activity will be 
deemed to be the intellectual property of DFAT and may not be used without the written 
permission of the MC. However, the provider can use photos and videos about the activity 
for social media posts.  

Providers have the authority to decide the content of social media posts and website 
articles which relate to the Activity, but they must convey the key messages provided by 
Aus4Skills. All media releases by providers must be approved by Aus4Skills before release.  

Where Aus4Skills must approve a communications product such as a media release, at 
least one week notice should be allowed. Further details on Aus4Skills clearance of 
communications products will be included in the contract terms. 

Providers are responsible for ensuring consent forms are signed for anyone subject to 
communications products (see Section 6.5).  

 Performance Management and Assessment 

The relevant Aus4Skills Component Manager and Contracts and Services Director will 
maintain close communication with providers throughout the period of service delivery 
and provide regular feedback on service delivery issues as they arise.  

If the services provided by the provider do not meet their intended purpose or are not in 
accordance with the contract, the MC may notify the provider accordingly and require the 
provider to re-deliver the services at no additional cost to the MC.  

Following contract completion and as required by DFAT, providers will undergo a Partner 
Performance Assessment (PPA) to evaluate how well they delivered the Scope of Services 
specified in their contract with the MC. DFAT’s standard Partner Performance Assessment 
(PPA) template will be used by the MC to complete this assessment.  Information from 
PPAs will be used to inform future procurement evaluations, including Tender Evaluation 
Committees, and delivery partner selection decision making. Upon contract completion, 
the relevant Aus4Skills Component Manager will complete the PPA and provide this to the 
provider for feedback and comment.   

 Environment 

The MC and DFAT are committed to achieving sustainable development and in reducing 
the environmental footprint of Aus4Skills Program Activities. The development objective 
of reducing the negative impacts of climate change and other environmental factors such 
as plastic pollution flows from this commitment.  Vietnam is among the top five source 
countries for the eight million tons of plastic that is dumped into the world’s oceans each 
year. In an effort to reduce plastic pollution and raise awareness about this pressing global 
issue, the MC encourages providers to take the following into consideration in organising 
events and Activities: 

• use of disposable, single use water bottles, bags, straws, utensils and plates should be 
minimised or not used at all;  

• drinking water for participants should be supplied from large pitchers or in pitchers 
with glass or paper cups; 

https://www.dfat.gov.au/about-us/publications/Pages/partner-performance-assessment
https://www.dfat.gov.au/about-us/publications/Pages/partner-performance-assessment
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• paper rather than plastic folders should be used for course and Activity materials; and 

• e-backdrops/banners should be used rather than plastic coated banners.  

These commitments extend to service organisations (i.e. hotels) contracted by the 
provider. Compliance of providers with these commitments will be taken into 
consideration during the PPA process (see Section 9.7). 
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 Provider Personnel Entitlements 

 Personnel fees 

All international personnel costs included in both the fixed and reimbursable components 
of the budget must be aligned with ARF rates which remain applicable to the Aus4Skills 
Activities. Premium rates under this framework are not applicable to Aus4Skills Activities.  

Considerations to pay guest speakers fees outside of this framework will only be made in 
exceptional circumstances and subject to DFAT approval.  

Vietnamese personnel costs included in both the fixed and reimbursable components of 
the budget must be aligned with the EU-UN Cost Norms 2022.  

Personnel fees apply to input days only and not travel days.  

 Per diems 

All personnel are eligible for per diems for any delivery that takes place outside of the 
person’s usual workplace city. Personnel are eligible for per diems on travel days. 

International personnel per diems are prescribed by DFAT for Vietnam, in accordance with 
ARF rates. The rates for Vietnam are as follows: 

In-Vietnam rates (AUD) 

Breakfast Lunch Dinner Incidentals Total 

$17.00 $23.00 $44.00 $24.00 $107.00 

Vietnamese personnel per diems will be calculated according to the EU-UN Cost Norms 
2022. 

 Travel 

Core personnel will only be eligible for reimbursement of economy class flight tickets.  

Considerations to reimburse guest speakers or senior staff business class travel will only 
be made in exceptional circumstances and will be subject to DFAT approval.  

 Visas 

The provider is responsible for ensuring all delivery personnel have the appropriate visas 
for any travel associated with the delivery of the services. The provider must manage all 
applications and payments associated with personnel visas.  

If required, the Aus4Skills MC can provide a visa support letter for Vietnamese visas.  

Providers are encouraged to obtain a letter from the Vietnamese Embassy in Australia 
confirming the visa type in case personnel are questioned in Vietnam (especially in non-
urban areas).  

 

 

https://dfat.gov.au/about-us/publications/Documents/adviser-remuneration-framework-2016.pdf
https://www.eeas.europa.eu/delegations/vietnam/eu-un-cost-norms-2017_en
https://dfat.gov.au/about-us/publications/Documents/adviser-remuneration-framework-2016.pdf
https://www.eeas.europa.eu/delegations/vietnam/eu-un-cost-norms-2017_en
https://www.eeas.europa.eu/delegations/vietnam/eu-un-cost-norms-2017_en
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 Accommodation 

All personnel are eligible for accommodation for any delivery that takes place outside of 
the person’s usual workplace city.  

International personnel accommodation rates in Vietnam will not exceed AUD 185 per 
night, as determined in accordance with the ARF rates and the cost of 4-star 
accommodation in Vietnam.  

Vietnamese personnel accommodation rates will be calculated according to the EU-UN 
Cost Norms 2022. 

Accommodation for delivery personnel will be paid at cost through reimbursement or in 
most cases direct to vendors by the provider (unless otherwise specified in the Scope of 
Services).  

 Operating in provincial areas 

Some Aus4Skills activities will require implementation in provincial areas outside Hanoi 
and Ho Chi Minh City. Hotel accommodation and conference facilities in these areas may 
be limited and difficult to book at short notice.  

Providers should be aware of any special security requirements from local authorities for 
non-Vietnamese passport holders when travelling in provincial areas, especially those with 
large ethnic minority populations.  It is a provider’s obligation to understand and meet any 
applicable security requirements. 

  

https://dfat.gov.au/about-us/publications/Documents/adviser-remuneration-framework-2016.pdf
https://www.eeas.europa.eu/delegations/vietnam/eu-un-cost-norms-2017_en
https://www.eeas.europa.eu/delegations/vietnam/eu-un-cost-norms-2017_en
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 Monitoring and Evaluation 

The provider will implement relevant monitoring and evaluation for any sub-contracted 
Activity.   

 Output Monitoring 

As part of developing the Activity Design and Delivery Plan/Program, the provider will 
propose a means of capturing the basic output-level indicators required for all activities by 
the Program Monitoring and Evaluation Framework. If the context of the activity requires 
additional output-level indicators, these may be suggested by the provider for review and 
agreement. One mandatory requirement for all output indicators is that, insofar as they 
pertain to participants, disaggregates for gender, disability, ethnicity, current province of 
residence/work, and private sector/industry affiliation (if any) will be included. 

 Outcome Monitoring 

As part of the Activity Design and Delivery Plan/Program, providers must indicate how 
they will maximise contributions to one or more of the Aus4Skills Program Outcomes. 
These contributions must be stated in specific and measurable terms. For example, if an 
activity wishes to improve HRD practices, policies or performance standards, the specific 
changes to particular practices, policies or performance standards that may be expected 
as a result of the activity must be explicitly defined.  

Aus4Skills uses an independent, third party agency to monitor these outcomes, using 
standardised tools (see Section 11.3) that focus on Program Outcomes and related cross-
cutting issues.  It is therefore in the interests of the provider to maintain a clear focus on 
agreed outcomes in both design and implementation of Activities. 

Providers are free to obtain feedback about their Activities from participants, but this 
cannot be considered to be ‘outcome’ information in the context of the Aus4Skills 
Program. Consequently, such feedback should be sought in relation to means of improving 
activities or their sub-components in future and form part of the PPA process. 

 Alumni Development Impact Survey (ADIS) 

Aus4Skills implements the Alumni Development Impact Survey (ADIS) across all Aus4Skills 
Activities. The ADIS is a monitoring and evaluation tool that collects information on the 
contributions of Australia Alumni in Vietnam. The ADIS identifies tasks alumni have 
achieved using the skills/knowledge or networks/connections gained from the relevant 
Activity in which they participated and records any constraints or challenges faced. This is 
done by telephone interview of a random sample of Australia Alumni at three to six 
months after course completion.  

Providers will be required, as part of the Completion Report, to submit all necessary 
participant contact information required to support implementation of ADIS.  The 
Aus4Skills program has contracted a Vietnam-based provider to implement the ADIS for all 
applicable Aus4Skills Activities.  

The MC will communicate regularly with the provider to discuss progress, address any 
issues and make any necessary forward plans or amendments. 

The provider should ensure participants are aware of the ADIS, understand its purpose 
and format, and understand they will be contacted by an ADIS interviewer.   
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 Reporting 

The Aus4Skills MC is responsible for reporting to DFAT on the management and progress 
of all Activities as part of its overall reporting obligations for the Aus4Skills Program. This is 
done in annual reports, as well as a final program completion report. These reports will 
cover all output and performance/risk measures. As such, all reporting from providers 
must align with Aus4Skill’s reporting requirements.  

Providers are responsible for reporting to the Aus4Skills Program on implementation of 
the Activities. Reporting requirements will be specified in the RFT and Scope of Services in 
the contract. Providers will usually be required to prepare a Progress Report during service 
implementation. In all cases a Completion Report must be completed by the provider at 
the end of service delivery in the format provided by the relevant Aus4Skills Component 
Manager at contracting (see Annex 3).  

Providers will also be required to prepare regular financial reports outlining Activity 
spending in the format provided by the relevant Aus4Skills Component Manager at 
contracting (see Annex 4) and to submit supporting documentation (i.e invoices and 
receipts) where required.  

Providers are required to submit all reports, invoices and supporting documentation to the 
MC via the Aus4Skills online contract management tool, SmartyGrants 
(http://www.smartygrants.com.au/).   

 Completion reporting 

The Completion Report will usually be due within one month of course completion. The 
body of the report will usually be no more than 12 pages with annexes including relevant 
output-level analysis, as well as a USB containing a selection of photos taking during the 
activity. The purpose of the Completion Report is to: 

• provide an overview of the Activity;  

• assess achievement of the Activity against its intended outputs (using both standard 
program output indicators and any additional ones required by the Activity); 

• describe any issues, constraints and lessons learned, and make recommendations for 
future delivery of similar Activities; and 

• provide a financial report on delivery detailing actual expenditure incurred. In the 
case of reimbursable costs, documentary evidence of payments made may be 
requested by the MC (except per diems). 

 Exception reporting 

In addition to the above requirements, the provider will identify and report any current or 
potential events which may: 1) affect the delivery of the Activity or achievement of the 
Activity objectives or 2) be of significant interest to the Aus4Skills MC and/or DFAT 
(including Strategic Communications opportunities).     

 Financial reporting  
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Providers will be required to prepare regular financial reports outlining Activity spending 
as required by the MC and DFAT. Regular financial reporting will also serve to identify 
changes that may be required to the provider’s approved Budget (see Section 13) 
throughout delivery of the Activity.  

Financial reporting requirements for each Activity will be specified in the contract and may 
or may not be connected with a particular milestone payment to be made by the MC to 
the provider under the contract.  Where a financial report is required in order for a 
milestone payment to be made, the provider must submit a valid invoice to the MC via 
SmartyGrants (see section 13.3). 

Providers are required report on actual spending (i.e. all fixed costs and reimbursable 
costs) against the approved Budget for the provider’s activity. All fixed costs as stated in 
the Provider’s financial reports should not differ from those stated in the approved budget 
for the provider’s activity, unless a written budget amendment request has been approved 
by the MC or a contract variation has been signed with the MC.  

Invoices for fixed costs must be accompanied by a time sheet indicating the number of 
adviser days worked. 

Payment for all reimbursable costs listed in the provider’s financial reports will be for the 
actual, verified course/activity costs that have been incurred.  In cases where reimbursable 
costs differ from the amounts stated in the approved Budget, the actual cost must be 
reflected in the provider’s financial report. 

Clear, self-explanatory descriptions of each reimbursable cost must be provided in the 
provider’s financial reports. Electronic copies of supporting invoices/receipts for 
reimbursable costs (with the exception of per diems which do not need to be acquitted by 
the provider) must be provided in the same order as they appear in the provider’s 
financial reports so that each reimbursable cost can be easily verified. 

 Budget  

All Aus4Skills Activities are funded by the Australian Government through DFAT. The 
Aus4Skills MC is responsible for the development, management and reporting of the 
overall budget.  

Providers budget and pay for all costs associated with completing the Activity Design and 
Delivery Plan/Program and implementation (including pre-core, core and post-core 
modules), and finalisation and delivery of the Completion Report.  

During contract negotiations the Activity Budget is submitted to the Aus4Skills MC along 
with the Activity Design and Delivery Plan. Once finalised, the Budget and the Design and 
Delivery Plan form a part of the contract between the MC and the provider. 

Providers should refer to other sections of these Guidelines when determining fixed and 
reimbursable budgets and cost norms.  

The Activity Budget divides costs into fixed and reimbursable budget lines.  

 Fixed costs 

Fixed costs are approved on the basis of the Activity Design and Delivery Plan and, while 
they are subject to reporting and possible audit, these will not be varied unless through a 
further written budget request or a contract variation.  
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 Reimbursable costs 

Reimbursable costs are also approved on the basis of the Activity Design and Delivery 
Plan/Program, however they are more fluid and variable and can be difficult to accurately 
predict. Payment against the reimbursable budget lines will be for the actual, verified 
Activity costs that have been incurred. Providers will need to provide details of these costs 
periodically as specified in the contract. The MC may verify the provider’s financial reports 
through an audit process. 

 Invoicing 

All invoices for milestone payments to be made by the MC to the provider under contract 
should be uploaded via SmartyGrants so that the invoice can be accessed by the relevant 
Aus4Skills Component Manager and the MC contact person, and processed in a timely 
manner. 
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 Further Information 

Further information can be obtained from Aus4Skills at the address/website indicated 
below: 

Contracts and Services Director 
Aus4Skills 
Room 502A, Building A, 14-16 Ham Long Street 
Hoan Kiem District, Hanoi 
Phone:    + 84 4 3939 3991/2  
Fax:         + 84 4 3934 6782 
Email:     procurement@australiaawardsvietnam.org  
Website:  www.australiaawardsvietnam.org  

 

 

  

mailto:procurement@australiaawardsvietnam.org
http://www.australiaawardsvietnam.org/


 

  39 
 

Annex 1: Material Consent Form 

 

Aus4Skills  

MATERIAL CONSENT FORM/ 
GIẤY  CHẤP THUẬN 

I understand that my photos, videos, and stories relating to my participation 
in Aus4Skills activities might be used for communications and promotion 
purposes and that copyright of photos and videos belong to the Australian 
Department of Foreign Affairs and Trade (DFAT). 

I agree that DFAT and Aus4Skills can use my name, photos, videos, and what I have said 
and written for communication and promotion purposes. 

Tôi hiểu hình ảnh, video và câu chuyện của tôi khi tham gia các hoạt động của Chương 
trình Úc cùng Việt Nam Phát triển Nguồn nhân lực có thể được sử dụng cho mục đích 
truyền thông. Bản quyền của các hình ảnh và video thuộc về Bộ Ngoại giao và Thương 
mại Australia.  

Tôi đồng ý cho Bộ Ngoại giao và Thương mại Australia và Chương trình Úc cùng Việt 
Nam Phát triển Nguồn nhân lực sử dụng tên, hình ảnh, video và những điều tôi chia sẻ 
bằng lời nói hoặc văn bản cho mục đích truyền thông.  

Full name (Họ và tên):  
 
………………………………………………………………………………………………………………… 
 
Organisation (Cơ quan):  
 
……………………………………………………………………………………………………………… 
 
Email (Thư điện tử):  
 
…………………………………………………………………………………………………………………… 
 
Phone (Điện thoại):  
 
……………………………………………………………………………………………………………………. 
 
Signature (Chữ ký):  
 
…………………………………………………………………………………………………………………….. 

 

Date (Ngày): 

 



 

  40 
 

Annex 2: Preferred Providers List 

Services Provider Address Contact details 

Visas 

GLIC Company 39 Phao Dai Lang Street, Hanoi 
Tran Thu Huong, Director 
Email: huong.tran@glic.vn 

Phone number: (+84)903299358/ (+84)913585848 

Viet Phong Travel and 
Services JSC 

 
408B Tran Khat Chan, Hanoi 

Mr Tran Duy Linh  
Tel: 0904430781 

Email: linhtd.vna@gmail.com 

Translation and 
Interpretation 

Chan Thien My Translation 
& Consulting 

B98 Bach Dang,  Ward 2, Tan Binh District, Ho 
Chi Minh City 

Duong Thi Hoai Chan, Director 
Email: chan.chanthienmy@gmail.com 

Phone number: (+84)903851672 

Accommodation and 
conference - Hanoi 

Hotel De L'Opera 29 Trang Tien, Hoan Kiem, Hanoi 
Mai Nguyen, Assistant Director of Sales 

Telephone: (+84)912 620 345 
Email: H7832-SL3@accor.com 

Melia Hanoi Hotel 
44B Ly Thuong Kiet Street, Hoan Kiem District, 

Hanoi 

Le Thi Nga, Convention Manager 
Telephone:(+84)902 103 768 

Email: bqmgr@meliahanoi.com.vn 

Pan Pacific Hanoi 1 Thanh Nien, Ba Dinh District, Hanoi 
Dinh Thi Bich Tra, Assistant Director of Sales 

Telephone: (+84)24 3823 8888 
Email: camellia.dinh@panpacific.com 

Pullman Hanoi 40 Cat Linh, Dong Da District, Hanoi 

Ha Nguyen, Sales Manager 
Telephone: (+84) 243733 0688 ext 41509; (+84) 

903223028 
Email: H7579-SL11@accor.com 

Authentic Hanoi Hotel 13 Ly Thai To Street, Hoan Kiem District, Hanoi 

Dang Van Thanh, Sales Manager 
Telephone: (+84)24 3961 5999 (ext: 888)/(+84)93 

436 4338  
Email: sm5@authentichanoi.com.vn 
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Services Provider Address Contact details 

Movenpick Hotel Hanoi 83A Ly Thuong Kiet, Hoan Kiem, Hanoi 
Nguyen Thu Huyen, Senior Sales Manager 

Telephone: (+84) 24 38222800/(+84) 91 949 2788 
Email: Huyen.Nguyen@movenpick.com 

De Syloia Hotel 
17A Tran Hung Dao Street, Phan Chu Trinh 

Ward 

Nguyen Oanh, Sales Executive   
Telephone: (+84)24 3824 5346 

Email: sales@desyloia.com 

Hilton Garden Inn Hanoi 20 Phan Chu Trinh, Hoan Kiem District, Hanoi 

Nguyen Thu Trang, Sales Manager 
Telephone: (+84)24 3933 0500 Ext: 1812/(+84) 

906261817   
Email: ThuTrang.Nguyen@Hilton.com 

Sunway Hotel Hanoi 19 Pham Dinh Ho, Hai Ba Trung District, Hanoi 
Dao Tra Mi, Business Development Executive 

Telephone: (+84) 946 728 855 
Email: Shhn.salesco@sunwayhotels.com 

The Lapis Hotel 
15 Bui Thi Xuan, Bui Thi Xuan Ward,  

Hai Ba Trung District, Hanoi 

Ms. Nguyen Minh Nguyet, Assistant Director of Sales 
& Marketing 

Telephone: (+84)942553663 / (+84)937583663 
Email: ados@thelapishotel.com 

Accommodation and 
conference - HCMC 

Liberty Central Saigon 
Centre Hotel 

177- 179 Le Thanh Ton Street, Ben Thanh Ward 
District 1, Ho Chi Minh City 

Ms. Vo Thi Ngoc Lien,  Corporate Sales Manager  
Telephone: (+84)903 89 89 73 

Email: sm.corp3@libertyhotels.com.vn 

Liberty Central Saigon 
Citipoint Hotel 

59 – 61 Pasteur Street, Ben Nghe Ward, District 
1 

Ho Chi Minh City 

Ms. Vo Thi Ngoc Lien, Corporate Sales Manager (SM) 
Telephone: (+84)903 89 89 73 

Email: sm.corp3@libertyhotels.com.vn 

Liberty Central Saigon 
Riverside Hotel 

17 Ton Duc Thang Street, Ben Nghe Ward, 
District 1 

Ho Chi Minh City 

Ms. Vo Thi Ngoc Lien, Corporate Sales Manager (SM) 
Telephone: (+84)903 89 89 73 

Email: sm.corp3@libertyhotels.com.vn 

Novotel Saigon Centre 
167 Hai Ba Trung, Ward 6, District 3, Ho Chi 

Minh City 

Vo Thuy Hoang Yen, Assistant Director of Sales 
Telephone: (+84)16 82 18 61 95  
Email: h7965-sm6@accor.com 

Eastin Grand Hotel Saigon 
253 Nguyen Van Troi, Ward 10, Phu Nhuan 

District, Ho Chi Minh City 

Mr. Nguyen Duc Huy, Assistant Director of Sales 
Telephone: (+84) 28 3844 9222 

Email: essm@eastingrandsaigon.com 
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Services Provider Address Contact details 

Park Royal Saigon 
309B-311 Nguyen Van Troi Street, Ward 1 

Tan Binh District, Ho Chi Minh City 

Nguyen Ha Ngoc Son, Sales Manager 
Telephone: (+84)903082998 

Email: Son.nguyen@parkroyalhotels.com 

The Myst Dong Khoi Hotel 
4-6-8 Ho Huan Nghiep, Ben Nghe Ward, 

District 1, Ho Chi Minh City 

Truong Khanh Chi,  Assistant Director of Sales 
Telephone: (+84)937 47 1720 

Email: Chi.truong@themystdongkhoihotel.com 

Accommodation and 
conference - Danang 

Royal Lotus Hotel Danang 
120A Nguyen Van Thoai Street, My An Ward 

Ngu Hanh Son District, Danang 

Nguyen Cam Tu, Assistant Director of Sales 
Telephone: (+84) 12 9359 6688 

Email: sm6@hkh.vn 

Photography and 
Videography Services 

Nguyen Thang  
 

 
Ho Chi Minh City 

 

Telephone: (+84) 932365119 
Email: mrteophotography@gmail.com  

Dang Hai Duong 
 (videography only) 

Dong Nai 
Telephone: (+84) 919310968 

Email: Duongdangdop@gmail.com  

Nguyen Duc Hieu Hanoi 
Telephone: (+84) 902222876; (+94) 917777247 

Email: nguyenduchieu.ndh@gmail.com 
pvduchieu@gmail.com   

 

Do Manh Cuong 
(photography only) 

Hanoi 
Telephone: (+84) 1274680000 

Email: cuongdomanh84@gmail.com 

Vu Tung Lam 
(videography only) 

Hanoi  
Telephone: 

Email: (+84) 902263558 
Email: Tunglamvu.1989vn@gmail.com 

 
Nguyen Dinh Tuan Thanh 

 
Hanoi 

Telephone: (+84) 972320567 
Email: thanh0972320567@gmail.com 

 Nguyen Van Hiep 
Hanoi 

 

Telephone: )+84) 976767094 
Email: nguyenhiepmedia@gmail.com   

 

mailto:mrteophotography@gmail.com
mailto:Duongdangdop@gmail.com
mailto:nguyenduchieu.ndh@gmail.com
mailto:pvduchieu@gmail.com
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Annex 3: Completion Report Template 

To be provided to service providers at contracting. 
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Annex 4: Financial Report Template 

To be provided to service providers at contracting. 


