tender document

REQUEST FOR PROPOSAL
INVITATION LETTER
[Name, address of company]
The XXXX, represented by 

[Name of the XXXX Representative in the country of operation]
Invites [Services Providers/Engineering Firms/Architects Firms] to submit a proposal for the:

Project Name:  [please fill out]
Project Number: 

Short Description of Project: [please present shortly the project]
To    The XXXX Delegation [in the country of operation]
P.O. Box:

Street:

City:

Country:

Tel.:

E-mail: 

The invited/selected bidders (of the pre-qualification process *if any*) are hereby requested to participate in the following tender:
1.
Short description of the required services, location, volume of services, duration and expected outcome


[Insert description]
2.
Scope of the Services

The Services shall include, but not limited to, the following services:
[For example:

1.1
Preparation of a detailed time schedule for the program

1.2
Preparation of a detailed cost and financing schedule for the program

1.3
Evaluation and adjustment of existing construction designs and standards

1.4
Preparation of Tender Documents

1.5
Tendering and Tender Evaluation Services

1.6
Preparation of Contracts

1.7
Planning and Coordination of project measures

1.8
Site-Supervision of Construction Activities

1.9
Monitoring and Reporting

Etc]
3.
Inquiries
[Insert name and address of the persons responsible for the project and authorised to answer inquiries].

4.
Attachments


List any attachments (reports, drawings etc. that are relevant for the services)

5.
Cost of Tendering


The Tenderer shall bear all costs associated with the preparation and submission of its tender/proposal.

Date:
Signature:   
Name:

Position: 

The XXXX
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TERMS of REFERENCE 



INSTRUCTIONS TO BIDDERS
1. General Items

1.1. Language of Tender

The tender, and all correspondence and documents related to the tender shall be written in English language.
1.2. Format and Signing of Tender

Bidders shall submit the technical and financial proposal in clearly marked separate envelopes. 
The financial proposal shall be sealed and no financial information shall be contained in the technical proposals 

a) First envelope containing the original and one copy of the bid for services, clearly marked on the outside "TECHNICAL PROPOSAL"

b) Second envelope containing the original and one copy of the price quotation, clearly marked on the outside "FINANCIAL PROPOSAL"

In the event of discrepancy between the original and copy, the original shall prevail.

Only technical Proposals will be opened on the date of submission. Financial Proposals remain sealed until the technical evaluation is completed. The opening of the proposals and their evaluation is governed by (insert organisation) Guidelines for Service Contracts.

Applicants are invited to undertake an information visit to the project country at their own risk and expense.

Enquiries are only permitted in writing and up to [insert date and time] before the deadline for submission. Confirmation of receipt will be sent by e-mail to all bidders in a circular letter. 

It is not permitted that local companies (registered in the country of the project) appear as joint-ventures or associate partners in more than one application.
The invited (associate) Services Providers must specify the character and operating procedures of the suggested associations. In particular, information on the roles, responsibilities, contractual agreements and coordinating mechanisms among the partners shall be given as part of the technical proposal.

The "Declaration of Undertaking" (Annex 1) must be properly executed and submitted together with the bidding documents.

At any time prior to the deadline for submission of tenders, (insert name of tendering organisation) may amend the tendering documents by issuing an Addendum.

Any Addendum thus issued shall be part of the tendering documents and shall be communicated in writing or by email to all Bidders. Prospective Bidders shall promptly acknowledge receipt of each Addendum by email or post to the (insert name of tendering organisation).

To give prospective Bidders reasonable time in which to take an Addendum into account in preparing their tenders, the (insert name of tendering organisation) shall extend as necessary the deadline for submission of tenders.

Tenders shall remain valid for the period of [duration] after the date of tender opening.

2. Submission of Tenders

Tenders must be received by the (insert name of tendering organisation) at the following address:

Insert address
Before the [insert the date and time]
Any tender received by the (insert name of tendering organisation) after the deadline for submission of tenders will be returned unopened to the Bidder.

Bidders presenting incomplete documents will be excluded from the bidding process.
3. Contents of the Proposal

The Proposal will be submitted in two separate envelopes, containing respectively the technical and financial proposal.
1.3. Technical Proposal

The technical proposal for this sub-component shall contain at least the following information:

(Amend as necessary)
(a) Full interpretation and comments on the TOR.

(b) Analysis of problems, identification of Program/Project objectives and concepts and approach to achieve the Program's objectives.

(c) Proposed methodology or work program

(d) Content and time links of activities/measures 

(e) Detailed staffing schedule with proposal of intended professional inputs (Expert man-month-input schedule, indicating duration and place of input) clearly related to the Program Implementation Schedule; to be presented as a bar chart

(f) Composition and placement of team and curriculum Vitae of the proposed key staff required for the services

(g) Organisation and logistic set-up (estimate of office space, vehicles, equipment etc.)

(h) A confirmation of the Services Provider that he /she will strictly abide by the stipulations of these terms of reference, without any restrictions or exceptions.
1.4. Financial Proposal

The financial proposal shall include:
(Amend as necessary)
(a) Cost of Program Offices as lump sum items for office running costs (including cleaning, electricity, water, heating, air conditioning and all office consumables)

(b) Procurement of all equipment, furniture, appliances, etc., which the Services Provider deems necessary for the execution of the Programme.

(c) Production of Reports as lump sum items

· Cost for report production (incl. freight and local distribution) as required by these Instructions or as specified in the ToR

· Cost for the preparation and additional copies for all types of reports

(d) Miscellaneous Cost 
The miscellaneous costs are the costs which would include all expenses that might not be covered by the above categories. These costs shall be expressed as lump sum items.

The following examples may fall under miscellaneous cost:

· Subcontracts

· Rental of Program equipment

· Procurement of maps, aerial photographs etc.

No other cost items except those stated above will be accepted in the financial Proposal and considered for payment. If the Services Provider regards an important cost component not covered by the above instructions, he may ask permission to include such items.

Such request shall be made not later than three (3) weeks before the submission date for the proposal. The result will be communicated as circular letter or e/mail to all Tenderers.

4. Payment conditions

[State conditions of payments] 

For example:

· Advance Payment (if requested) not exceeding 15% of the contract value after signature of the contract. If an advance payment above the above limits is agreed upon, an advance payment guarantee will be required.

· Regular [please select appropriate bi-monthly, three-monthly, bi-annual] payments equivalent to [enter amount and currency in full letters].
· After disbursement of 70% of the total contract value (i.e. advance payment plus intermediate payments of 55%), all further intermediate payments will be made only against documents linked to specific project milestones (e.g. progress reports)

· The final 10 % of the total contract value (retention money) will be paid after program completion (preliminary hand over of sites) submission of the Program Completion Report and its acceptance by (insert name of tendering organisation).

Payments will be effected in [indicate currency] 
The Service Provider shall clearly state that his fees are fixed for the duration of the assignment.

All rates presented in the financial Proposal shall be considered fixed during the entire service. Where price adjustments may be required, the respective price escalation formula needs to be clearly stated as well as the basis for calculation in the form of indices based on the official statistics.
5. Guarantees

[specify any bid bond and/or performance bond are required]
The Service Provider shall be liable to pay all taxes, duties, levies and other charges which are due on the basis of national legislation.

Such payments need to be separately shown on all invoices, receipts, claims etc. together with appropriate evidence.

Customs and excise duties:

[State exemptions if any]
6. Evaluation of Bids

1.1. The technical proposal will show that the Terms of Reference and their objectives have been fully understood and that the proposed methods and resources are suitable and will be employed appropriately to fulfil the required tasks. In drawing up the bid for services, the Services Provider should observe the ToR, any particular requirements in the request for tenders and the following assessment criteria.

1.2. In assessing the bids for service, value will be attached to brief and precise statements. The document should be clear, complete and arranged in a readable way. The presentation may include diagrams, tables and graphs. The applicants should, however, refrain from explanations in the style of a textbook.

1.3. The technical assessment of the bids will be done according to the following criteria/weighting:

	Criteria
	
	Points
Modify as necessary

	1.
	Concept and Method
	
	40

	1.1
	Clarity and completeness of the bid
	5
	

	1.2
	Critical analysis of the objective of the project and the ToR
	10
	

	1.3
	Proposed Concept and Method, with the programme of work, the staffing schedule and monitoring and coordination mechanism.
	25
	

	2.
	Qualification of definitely assigned personnel
	
	60

	2.1
	Qualification of key personnel to be employed in the program
	
	

	
	- International Project Manager
	25
	

	
	- additional criterion as applicable
	15
	

	
	- additional criterion as applicable
	10
	

	
	- other key personnel
	5
	

	2.2
	Qualification of the personnel in the home office who will monitor and control the team and provide back-up services
	5
	

	Total
	100


1.4. Only technical proposals that score 75 points (i.e. 75 %) or more are eligible for the Programme and the subsequent opening of financial bids.

1.5. The financial bids will be assessed on the basis of the total price (not including customs and excise duties, taxes, levies etc in the country of the project location) after correcting any arithmetical errors and after deducting cost items that, as stated in the request for tender, are not to be included in the assessment. 

1.6. Incidental costs and additional services that are in-voiced separately can be assessed by quantity, if this proofs the only way to make price quotations comparable. Any items missing in individual cases can be added, which will be done on the basis of the most expensive bid opened. 

1.7. For the purpose of comparison, the total adjusted price calculated will be converted into one and the same currency [specify currency] at the same exchange rate of the day.

1.8. The price quoted will account for 30% of the overall rating. The price quotation with the lowest adjusted value will receive the maximum possible points (30 points). 
1.9. The amount of points awarded to the remaining price quotations is reached by dividing the total adjusted price in the lowest bid by the total adjusted price of each other bid and then multiplied by the maximum possible number of points.

The bid with the highest technical rating will receive the maximum possible number of points (70). The number of points awarded to the other bids for services is reached by dividing the rating of each by the rating of the top bid for services and then multiplied by the maximum possible number of points. 

1.10. The number of points given for the price quotation will then be added to the points that were awarded for the technical proposal. 

1.11. The order (ranking) of bids will be determined by the highest number of points. The bid with the highest number of points will be regarded as the most responsive tender and recommended for award of contract.

1.12. The (insert name of tendering organisation) expressively reserves the right to accept or reject any bid without being obliged to any further explanation of such action.

1.13. Clarifications prior to award should generally be limited to the following issues:

(a) Clarifying the work and the methods to be used – where necessary adjusting the staffing schedule

(b) Any partnership work to be performed by the project executing Agency or the (insert name of tendering organisation)and the level of customs and excise duty, taxes and levies and the contractual obligation to pay these.

(c) Regulations in the contract on other cost items that were not included in the assessment of the price quotation

(d) Fees and unit prices for incidental costs are not subject to negotiations, as they were taken into account in assessing the price quotation.

Appendix 04_Request for Proposal_V1.0.doc

Page 1 of 8

