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**Please read the guidance notes for preparing evaluation report at the end of this Form

FINANCIAL COMPARISON

1.	Introduction
(1)	On........................ [date], the Contracts Committee approved the technical evaluation report and the opening of financial bids of the following consultant(s):

	S/No. 
	Name of Consultant or Consulting Firms
	Technical Score

	
	
	

	
	
	

	
	
	

	
	
	



(2)	A copy of the technical evaluation report is attached. 
2.	Details of financial proposal opening
(1) A public opening of financial proposals was held at [location] on [date] at  [time]. 
(2)	The financial proposal was opened, stamped and signed by the Chairperson.
(3)	The price and technical score were read out. 
(4)	The proposal opening and attendance was recorded using Form 25 which is attached.

{For quality and cost-based selection}
3A. 	Financial comparison
[Describe the correction of any arithmetic errors, application of any discounts, adjustments made for any nonmaterial nonconformities, errors or omissions, conversion to a common currency and application of any margin of preference.]

The proposal with the lowest evaluated price was given a score of 100 and the other proposals were given financial scores that were inversely proportional to the lowest priced proposal. 
{Or describe other methodology for allocating financial scores, in accordance with the invitation.}
Refer to Table 1 which summarises the financial comparison. 

3B. 	Total technical and financial score
(1)	A total score was obtained by weighting the technical and financial scores, using the weights stated in the invitation, and adding them together. 
(2)	The technical weight was [technical weight] % and the financial weight was [financial weight] %. 
(3)	The proposals were ranked according to total score, with the highest total score being ranked first. 
Refer to Table 2 which summarises the technical and financial scores and weightings and the total scores and rankings. 
{For quality based selection}
4A. 	Financial comparison
[Describe the correction of any arithmetic errors.] 
Refer to Table 1 which summarises the financial comparison. 

{For least cost selection}
5A. 	Financial comparison
[Describe the correction of any arithmetic errors, application of any discounts, adjustments made for any nonmaterial nonconformities, errors or omissions, conversion to a common currency and application of any margin of preference.]
All proposals were ranked, with the lowest priced being ranked first. 
Refer to Table 1 which summarises the financial comparison. 

{For fixed budget selection}
6A. 	Financial comparison
[Describe the correction of any arithmetic errors, application of any discounts, adjustments made for any nonmaterial nonconformities, errors or omissions, conversion to a common currency, application of any margin of preference and the rejection of any proposals exceeding the budget.]
All proposals that were within the budget were ranked according to their technical score, with the highest technical score being ranked first. 
Refer to Table 1 which summarises the financial comparison. 

7. 	Recommendations {amend as appropriate}
On the basis of the evaluation methodology and criteria stated in the invitation, it is recommended that-
(1)	the best evaluated proposal for the procurement of [list all items the recommendation relates to] is from [name of consultant] with a total evaluated price of [currency and amount]. 
(2)	negotiations are/are not required, where required, the negotiation plan is attached as Table 3 for approval. 
(3)	the total proposed contract price is [currency and amount].
(4)	the total acquisition cost for the requirement is estimated to be [currency and amount], including [state all incidental costs included in the estimate].

8. 	Disagreement by the Evaluation Committee {delete if not applicable}
The Evaluation Committee could not reach a unanimous decision on the evaluation and this evaluation report details the view of the majority of the team. 
[Give details of the issues where the team disagreed, the discussions held, the alternative views and the names of those with alternative views]. 

9. 	Signed by the Evaluation Committee:
We confirm that this Evaluation Report gives a complete and accurate report of the evaluation conducted:
Name: ____________________________ Signature: ____________________ Date: ___________________
Name: ____________________________ Signature: ____________________ Date: ___________________
Name: ____________________________ Signature: ____________________ Date: ___________________

Annexes: {amend as appropriate}
Technical evaluation report 
Form 25: Record of financial proposal opening
Table 1: Summary of financial comparison
Table 2: Technical and financial evaluation summary
Table 3: Negotiation Plan

Documents available from the Procurement and Disposal Unit: {amend as appropriate}
Copy of all financial proposals. 

TABLE 1– SUMMARY OF FINANCIAL COMPARISON
CURRENCY: ____________________
	No
	Name of consultant or consulting firm
	Proposal currency
	Proposal total
	Corrections made
	Discounts
	Adjustments made
	Corrected amount
	Exchange rate
	Converted total
	Margin of preference
	Evaluated total
	Financial score*

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	




{*A score of 100 should be awarded to the lowest priced proposal. 
Other proposals should be given a financial score inversely proportional to the lowest priced proposal, using the following calculation: 
Lowest price ¸ proposal price x 100 = financial score. 
Replace with other methodology for allocating financial scores if alternative methodology stated in the invitation.

{This table may be replaced with a spreadsheet with automatic calculations}.
TABLE 2– SUMMARY OF THE TECHNICAL AND FINANCIAL EVALUATION {FOR QUALITY AND COST BASED SELECTION}
	No
	Name of consultant or consulting firm
	Technical score
	Technical weighting
	Weighted technical score (WTS)
	Financial score
	Financial weighting
	Weighted financial score (WFS)
	Total score
	Rank

	
	
	
Max 100
	
_____ %
	
	
Max 100
	
_____ %
	
	WTS + WFS Max 100 
100
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	




TABLE 3 – NEGOTIATIONS PLAN

	Subject of Procurement
	



	Name of Consultant
	



	ISSUE
	OBJECTIVES
	NEGOTIATION PARAMETERS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



** This form shall be used by the Evaluation Committee to prepare an evaluation report for consultancy services. It is appropriate for all the methods of procurement for consultancy services. The content should be amended as appropriate. 

Italic text in {} brackets indicates either an instruction for preparing the report, which should be deleted from the final report or a section included for a possible option, where the whole section should be deleted if not appropriate. 
Normal text in [] brackets indicates data which should be completed for each evaluation. 
