
INVITATION TO TENDER
Date: 9/11/2026

Dear Sir/Madam,

REF: HALOLAO/T019 – Legal Advisor
The HALO Trust invites you to submit quotations for the following equipment / services for 2 years. HALO intends to enter into a preferred supplier agreement with a qualified company The appointed Legal Advisor shall provide, but not be limited to, the following services for a period of 2 years.

1. Provide legal advice and written opinions on matters affecting HALO’s operations in the Lao PDR.
2. Draft, review and advise on contracts, agreements, memoranda of understanding, leases and other legal documents.
3. Advise on Lao laws and regulations relevant to HALO, including labour and employment, tax, and the regulations governing international non-governmental organisations.
4. Advise on employment matters, including employment contracts, internal regulations, disciplinary cases and terminations.
5. Support HALO with registrations, permits, licences and other dealings with government authorities.
6. Represent HALO in negotiations, disputes and legal proceedings, when authorised in writing by HALO.
7. Advise on corporate governance, legal risk and compliance.
8. Translate and certify legal documents between Lao and English when required.
9. Provide other legal services as reasonably required by HALO.
Pricing
The cost of legal work depends on the size and type of each matter, so HALO is not asking for a single overall price. Bidders should quote the rates below so that offers can be compared fairly. For any matter not covered, the advisor must provide a written fee estimate and receive HALO’s approval before starting work.
	No.
	Service / role
	Scope
	Price to quote

	Hourly rates

	1
	Partner / senior legal advisor
	Lead advisor for complex matters.
	Per hour

	2
	Associate / lawyer
	Day-to-day legal work.
	Per hour

	3
	Paralegal / legal assistant
	Document preparation and filing.
	Per hour

	Fixed fees for common tasks

	4
	Review of a standard contract or agreement
	Up to 10 pages, with written comments.
	Per document

	5
	Drafting of a standard contract or agreement
	Up to 10 pages.
	Per document

	6
	Written legal opinion
	On a single, defined question.
	Per opinion

	7
	Employment case advice
	E.g. disciplinary action or termination, from advice to final letter.
	Per case

	8
	Translation of legal documents (Lao ↔ English)
	Certified where required.
	Per page

	Other

	9
	Monthly retainer (optional)
	Ongoing advice by phone/email. State the number of hours included.
	Per month

	10
	Representation in court or arbitration
	Including preparation and attendance.
	Per day, or quotation per case


All fees must be in US Dollars (USD) or Lao Kip (LAK) and state whether VAT is included. Please also state the expected response time for urgent and routine requests, and the names and qualifications of the lawyers who will work on HALO matters.
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Suppliers should return the following to make their bid:
1. Supplier Quotation including the following details
· Pricing - Unit Costs and Total Costs
· Lead Times – Standard lead times for production/delivery
· Specification – Including make/model reference where applicable
· Payment Terms
2. Complete the Supplier Quote Form
3. Complete Supplier Quotation Form
4. Complete Past and Current Experiences Form
5. Complete Supplier Questionnaire Form

All submissions must be submitted to HALO Lao Logistics in sealed envelope to one of our below office locations:
· Vientiane Office – Phonxay village, House No.: 006/7 unit 01, Xaysetha district, Vientiane Capital, Lao PDR
· Sepon Office (HQ) - Road 9, Houychengkhao Village, Road 9, Sepon District, Savannakhet, Lao PDR

Deadline for submission of complete offer is: 10/11/2026 Late bids will be disqualified.

HALO will consider all submissions and make an award based on an assessment of the quality, technical requirements, lead times and value for money of the goods/services offered. 

Any questions relating to the tender must be submitted to HALO by 17/11/2026 via email to logistics@halolaos.org

HALO will share answers to all questions with all bidders.
Any and all agreements entered into as a result of this call will be subject to the Terms and Conditions of HALO’s Preferred Supplier Agreement, unless expressly agreed otherwise in writing.  

All bidders will be contacted with the outcome of the award.

HALO reserves the right to reject any and all proposal. HALO shall not be liable for any costs incurred in the submission of any proposal.

Yours sincerely,
Vongdeuane Khounphom
Logistics Manager
HALO Trust Lao PDR
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