FORM 24
Regulations 62(4), 64(6)

THE PUBLIC PROCUREMENT AND DISPOSAL OF PUBLIC ASSETS ACT, 2003

TECHNICAL EVALUATION REPORT FOR CONSULTANCY SERVICES

	Procurement Reference Number

	Code of Procuring and Disposing Entity 
	Consultancy Services
	Financial Year 
	Sequence Number

	

	
	
	



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

BACKGROUND AND TECHNICAL EVALUATION

1.	Introduction
(1)	The requirement is for the provision of consultancy services for [subject of procurement]. 
(2)	The procurement method used and approved by the Contracts Committee was [open domestic bidding/ open international bidding/ restricted domestic bidding/ restricted international bidding/ quotation method/ direct procurement or open domestic or international bidding with publication of a notice inviting expression of interest] 

2A.	Details for Open Domestic Bidding or Open International Bidding or Open domestic or international bidding with publication of a notice inviting expression of interest 
(1)	The Request for Proposals or expression of interest notice was approved by the Contracts Committee on [date] __________________________________________________________. 
(2)	The notice was advertised on the [date] _______________________in _____________________ [name of publication]. 
(3)	The request for proposals [RFP], evaluation of expressions of interest and shortlist were approved by the Contracts Committee on [date] _______________________________________________________. 
(4)	The list of consultants who were issued with the proposal documents was recorded using Form 20 which is attached.

2B.	Details for Restricted Domestic or Restricted International Bidding or Quotation Method
(a)	The request for proposals (RFP) document and shortlist were approved by the Contracts Committee on [date] __________________________________. 
(b)	The consultants who were issued with the proposal documents/ request for proposals were recorded using Form 20 which is attached. 

2C.	Details for Direct Procurement 
(1)	The proposal document and proposed single/sole consultant were approved by the Contracts Committee on [date] _________________________________________________________________________. 
(2)	The proposal document was issued on [date] _____________________________________________. 

3A. 	Addenda to proposal document
{For addenda}
(a)	[Number] addendum/addenda was/were approved by the Contracts Committee on [date(s)] __________________________________and issued. 
(b)	The issue of the addendum/addenda was recorded using Form 20: which is attached.

3B.	Where there is no addenda 
No addenda to the proposal document were required or issued. 
4.	Pre-proposal meeting {delete if not applicable}
(1)	A pre-proposal meeting was held at [location] on [date] __________________________________. 
(2)	The meeting was recorded using Form 21 which is attached.

5.	Deadline for submission of proposals 
{For publication of a notice inviting expression of interest and developing a shortlist and for development of a shortlist without publication of a notice inviting expression of interest}
Bidding was closed on [date] ________________________________at [time] _________________________________at[location] ______________________________. The receipt of proposals was recorded using Form 22 which is attached.

[For invitation of a single or sole consultant]
The sealed proposal was received on [date]. 

6.	Details of proposal opening
(1)	A public proposal opening was held at [location] _______________________on [date]________________________________________at [time] _______________________________________________. 
(2)	The outer envelopes were opened and checks were made to ensure that the envelopes contained two separately sealed envelopes of technical and financial proposals. 
(3)	Only the technical proposals only were opened, stamped and signed by the Chairperson. 
(4)	The financial proposals were not opened and were put into secure storage. The proposal opening and attendance was recorded using Form 23 which is attached. 

7.	Details of Evaluation Committee
The Evaluation Committee approved by the Contracts Committee on [date] _________________comprised:
[Name]_______________________________[designation and department]__________________________
[Name] __________________________________  [designation and department] ______________________
[Name]________________________________[designation and department] _________________________
{For quality and cost-based selection}

8A.	Details of evaluation method 
The evaluation method being used is the quality and cost based selection method which involves the following procedure:
(a)	preliminary examination on a pass/fail basis to determine the eligibility of the consultants and assess their administrative compliance to the Invitation. Non eligible and non compliant proposals were eliminated from further evaluation. 
(b)	detailed evaluation to assess the technical quality of proposals against the criteria in the Terms of Reference in the invitation and determine their total technical score using a merit point system. Each proposal was compared to the minimum technical qualifying mark stated in the invitation and those not meeting the minimum mark were eliminated from further evaluation. 
(c)	financial proposals of those consultants who were substantially responsive and met the minimum qualifying mark will be opened and a financial comparison carried out to examine financial proposals and determine the financial score of each proposal; and 
(d)	technical and financial scores will be combined, using the weightings given in the invitation, to give a total score for each proposal. The consultant with the highest total score will be ranked first and recommended for contract award, subject to any negotiations required. 
9A. 	Preliminary examination
[Brief narrative on the result of the preliminary examination and detailed justification with reasons why any proposals were declared non eligible or non compliant].
See Table 1, which summarises the preliminary examination. 

10A.	Detailed technical evaluation (of the eligible, compliant proposals)
[Brief narrative on the results of the detailed technical evaluation, including strong and weak points of each proposal and reasons for any large differences in scores between evaluators. State how many proposals reached the minimum qualifying mark and how many failed to reach it].






The strengths and weaknesses of each proposal are highlighted below in the Table below:
	Number 
	Name of Consultant or Consulting Firm
	Strengths
	Weaknesses

	1.
	
	
	

	
	
	
	

	2.
	
	
	

	
	
	
	

	3.
	
	
	




A summary of the technical scores is given in Table 2, indicating which proposals reached the minimum qualifying mark. The score sheets for each proposal, showing the scores given by each evaluator against each of the criterion and the average scores are also included as Table 2A and the individual evaluators’ score sheets as Table 2B. 

11A. 	Recommendation {amend as appropriate}
On the basis of the detailed evaluation criteria and the minimum technical qualifying mark of [minimum qualifying mark] stated in the invitation, it is recommended that the financial proposals of the following ________________ [number] consultants in the Table below be opened:

	Proposal Number 
	Name of Consultant or Consulting Firm
	Technical Score

	
	
	

	
	
	

	
	
	

	
	
	


{For quality based selection}
8B. 	Details of evaluation method
The evaluation method being used is quality based selection method, using a one-stage, two-envelope submission method, which involves the following procedure:
(a)	Preliminary examination on a pass/fail basis to determine the eligibility of the consultants and assess their administrative compliance to the Invitation. Non eligible and non-compliant proposals were eliminated from further evaluation;  
(b)	Detailed evaluation to assess the technical quality of proposals against the criteria in the Terms of Reference in the invitation and determine their total technical score using a merit point system. Proposals that were substantially responsive were ranked according to technical score; and 
(c)	The financial proposal of the consultant with the highest technical mark will be opened and a financial comparison carried out to examine the financial proposal. The consultant will be recommended for contract award subject to any negotiations required. 
9B. 	Preliminary examination
[Brief narrative on the result of the preliminary examination and detailed justification with reasons why any proposals were declared non eligible or non-compliant.]
See Table 1, which summarises the preliminary examination. 

10B. 	Detailed technical evaluation (of the eligible, compliant proposals)
[Brief narrative on the results of the detailed technical evaluation, including strong and weak points of each proposal and reasons for any large differences in scores between evaluators. State which proposal obtained the highest technical score.]










The strengths and weaknesses of each proposal are highlighted in the Table below:
	Serial number 
	Name of consultant or consulting firm
	Strengths
	Weaknesses

	1.
	
	
	

	
	
	
	

	2.
	
	
	

	
	
	
	

	3.
	
	
	



A summary of the technical scores is given in Table 2, indicating which proposals reached the minimum qualifying mark. The score sheets for each proposal, showing the scores given by each evaluator against each of the criterion and the average scores are also included as Table 2A and the individual evaluators’ score sheets as Table 2B. 
11B. 	Recommendation {amend as appropriate}
On the basis of the detailed evaluation criteria stated in the invitation, it is recommended that the financial proposal of [name of consultant] be opened and preparations be made for negotiations. 
{For least cost selection}

8C. 	Details of evaluation method 
The evaluation method being used is least cost selection, which involves the following procedure:
(a)	Preliminary examination on a pass/fail basis to determine the eligibility of the consultants and assess their administrative compliance to the Invitation. Non eligible and non-compliant proposals were eliminated from further evaluation; 
(b)	Detailed evaluation to assess the technical quality of proposals against the criteria in the Terms of Reference in the invitation and determine their total technical score using a merit point system. Each proposal was compared to the minimum technical qualifying mark stated in the invitation and those not meeting the minimum mark were eliminated from further evaluation; and  
(c)	Financial proposals of those consultants who were substantially responsive and met the minimum qualifying mark will be opened and a financial comparison carried out to examine financial proposals and rank the proposals according to price. The consultant submitting the lowest priced proposal will be ranked first and recommended for contract award, subject to any negotiations required.

9C. 	Preliminary examination
[Brief narrative on the result of the preliminary examination and detailed justification with reasons why any proposals were declared non eligible or non-compliant.]
See Table 1, which summarises the preliminary examination. 
10C. 	Detailed technical evaluation (of the eligible, compliant proposals)
[Brief narrative on the results of the detailed technical evaluation, including strong and weak points of each proposal and reasons for any large differences in scores between evaluators. State how many proposals reached the minimum qualifying mark and how many failed to reach it.]

The strengths and weaknesses of each proposal are highlighted in the Table below:
	Number 
	Name of Consultant
	Strengths
	Weaknesses

	1.
	
	
	

	
	
	
	

	2.
	
	
	

	
	
	
	

	3.
	
	
	



A summary of the technical scores is given in Table 2, indicating which proposals reached the minimum qualifying mark. The score sheets for each proposal, showing the scores given by each evaluator against each of the criterion and the average scores are also included as Table 2A and the individual evaluators’ score sheets as Table 2B. 


11C. 	Recommendation {amend as appropriate}
On the basis of the detailed evaluation criteria and the minimum technical qualifying mark of [minimum qualifying mark] stated in the invitation, it is recommended that the financial proposals of the following ________________ [number] consultants in the Table below be opened:

	Proposal Number 
	Name of Consultant
	Technical Score

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



{For fixed budget selection}
8D. 	Details of evaluation method
The evaluation method being used is fixed budget selection which involves the following procedure:
(a)	preliminary examination on a pass/fail basis to determine the eligibility of the consultants and assess their administrative compliance to the Invitation. Non eligible and non-compliant proposals were eliminated from further evaluation; 
(b)	detailed evaluation to assess the technical quality of proposals against the criteria in the Terms of Reference in the invitation and determine their total technical score using a merit point system. Each proposal was compared to the minimum technical qualifying mark stated in the invitation and those not meeting the minimum mark were eliminated from further evaluation; and
(c)	financial proposals of those consultants who were substantially responsive and met the minimum qualifying mark will be opened and a financial comparison carried out to examine financial proposals and reject any proposals which exceed the budget. The consultant submitting the highest ranked technical proposal among those within the budget will be recommended for contract award, subject to any negotiations required.

9D. 	Preliminary examination
[Brief narrative on the result of the preliminary examination and detailed justification with reasons why any proposals were declared non eligible or non-compliant.]
Refer to Table 1, which summarises the preliminary examination. 

10D. 	Detailed technical evaluation (of the eligible, compliant proposals)
[A brief narrative on the results of the detailed technical evaluation, including strong and weak points of each proposal and reasons for any large differences in scores between evaluators. State how many proposals reached the minimum qualifying mark and how many failed to reach it].
The strengths and weaknesses of each proposal are highlighted below:

	Number 
	Name of Consultant
	Strengths
	Weaknesses

	1.
	
	
	

	
	
	
	

	2.
	
	
	

	
	
	
	

	3.
	
	
	



A summary of the technical scores is given in Table 2, indicating which proposals reached the minimum qualifying mark. The score sheets for each proposal, showing the scores given by each evaluator against each of the criterion and the average scores are also included as Table 2A and the individual evaluators’ score sheets as Table 2B. 

11D. 	Recommendation {amend as appropriate}
On the basis of the detailed evaluation criteria and the minimum technical qualifying mark of [minimum qualifying mark] stated in the invitation, it is recommended that the financial proposals of the following ________________ [number] consultants be opened:
{For single consultants and sole source consultants}
8E. 	Details of evaluation method. 
The evaluation of the single proposal involves the following procedure:
(a)	preliminary examination to determine administrative compliance to the request for proposals;
(b)	detailed evaluation to assess the technical quality of the proposal against the criteria in the Terms of Reference in the RFP and determine its technical score using a merit point system; and  
(c)	financial comparison to examine the financial aspects of the proposal and determine its total price. 

9E. 	Preliminary examination
[Brief narrative on the result of the preliminary examination. Where the proposal is non-compliant, detailed justification must be provided and the Evaluation Committee should amend later sections of this report to make appropriate recommendations.]
Refer to Table 1, which summarises the preliminary examination. 

10E. 	Detailed technical evaluation
[Brief narrative on the results of the detailed evaluation
Where the proposal is non responsive, detailed justification must be provided and the Evaluation Committee should amend later sections of this report to make appropriate recommendations. Include details of any nonmaterial nonconformities, errors or omissions waived or rectified by the evaluation committee. Include details of all clarifications requested and received from the consultant.] 

The strengths and weaknesses of each proposal are highlighted in the Table below:
	Number 
	Name of Consultant
	Strengths
	Weaknesses

	1.
	
	
	

	
	
	
	

	2.
	
	
	

	
	
	
	




The technical scores are given in Table 3, showing the scores given by each evaluator against each of the criterion and the average score. 

11E. 	Recommendations {amend as appropriate}
On the basis of the evaluation methodology and criteria stated in the request for proposals, it is recommended that-
(a)	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]; 
(b)	negotiations are/are not required;
(c)	the total proposed contract price is [currency and amount]; and
(d)	the total acquisition cost for the requirement is estimated to be [currency and amount], including [state all incidental costs included in the estimate].

12. 	Proposed negotiations {delete if not applicable}
Negotiations are required because [justification for negotiations in line with the Public Procurement and Disposal of Public Assets Act]. 
The proposed negotiations plan is outlined in Table 3. 

The proposed negotiations team is comprised of the following officials:
[Name]________________	[position and department] ________(Chairperson of the negotiations team)
[Name] ________________	 [position and department] ________________	
[Name] ________________	 [position and department] ________________	

13. 	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]. 

14. 	Signed by the Evaluation Committee:
I 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}
Form 20 - Record of issue of expression of interest/request for proposals/addenda
Form 21- Record of minutes of pre-proposal meeting
Form 22- Record of proposals 
Form 23- Record of opening of expression of interest /technical proposals           
Table 1: Preliminary examination 
Table 2: Summary of detailed technical evaluation
Table 2A: Detailed technical evaluation of proposal (one in respect of each consultant)
Table 2B: Score sheet for technical evaluation (one for each evaluator)
Table 3: Negotiation Plan

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




 

TABLE 1 – PRELIMINARY EXAMINATION AND ASSESSMENT OF ELIGIBILITY
	
	1
	2
	3
	4
	5

	Name of Consultant
	
	
	
	
	

	Eligibility Criteria
	
	
	
	
	

	{Complete criteria as per proposal document}
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	Administrative Compliance Criteria
	
	
	
	
	

	{Complete criteria as per proposal document}
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC

	Conclusion
	C/NC
	C/NC
	C/NC
	C/NC
	C/NC






TABLE 2 – SUMMARY OF DETAILED TECHNICAL EVALUATION
	Evaluation Criteria
	Maximum Score
	{Enter the average scores using Table 2A}

	{Complete criteria and maximum scores as listed in proposal document}
	Consultant 1
	Consultant 2
	Consultant 3
	Consultant 4
	Consultant 5
	Consultant 6

	A
	Main Criteria
	
	
	
	
	
	
	

	A
	Sub-criteria
	
	
	
	
	
	
	

	A2
	
	
	
	
	
	
	
	

	A3
	
	
	
	
	
	
	
	

	B
	Main Criteria
	
	
	
	
	
	
	

	B1
	Sub-criteria
	
	
	
	
	
	
	

	B2
	
	
	
	
	
	
	
	

	B3
	
	
	
	
	
	
	
	

	C
	Main Criteria
	
	
	
	
	
	
	

	C1
	Sub-criteria
	
	
	
	
	
	
	

	C2
	
	
	
	
	
	
	
	

	C3
	
	
	
	
	
	
	
	

	D
	Main Criteria
	
	
	
	
	
	
	

	D1
	Sub-criteria
	
	
	
	
	
	
	

	D2
	
	
	
	
	
	
	
	

	D3
	
	
	
	
	
	
	
	

	E
	Main Criteria
	
	
	
	
	
	
	

	E1
	Sub-criteria
	
	
	
	
	
	
	

	E2
	
	
	
	
	
	
	
	

	E3
	
	
	
	
	
	
	
	

	Totals
	100
	
	
	
	
	
	

	Minimum qualifying mark
	Pass/Fail
	Pass/Fail
	Pass/Fail
	Pass/Fail
	Pass/Fail
	Pass/Fail
	Pass/Fail



TABLE 2A – DETAILED TECHNICAL EVALUATION OF PROPOSAL
NAME OF EVALAUTOR _____________________________________________________________________________
	Evaluation Criteria
	Maximum Score
	{Enter the scores awarded by each  evaluator using Table 2B}

	{Complete criteria and maximum scores as listed in the proposal document}
	Evaluator 1
	Evaluator 2
	Evaluator 3
	Evaluator 4
	Evaluator 5
	Average

	A
	Main Criteria
	
	
	
	
	
	
	

	A1
	Sub-criteria
	
	
	
	
	
	
	

	A2
	
	
	
	
	
	
	
	

	A3
	
	
	
	
	
	
	
	

	B
	Main Criteria
	
	
	
	
	
	
	

	B1
	Sub-criteria
	
	
	
	
	
	
	

	B2
	
	
	
	
	
	
	
	

	B3
	
	
	
	
	
	
	
	

	C
	Main Criteria
	
	
	
	
	
	
	

	C1
	Sub-criteria
	
	
	
	
	
	
	

	C2
	
	
	
	
	
	
	
	

	C3
	
	
	
	
	
	
	
	

	D
	Main Criteria
	
	
	
	
	
	
	

	D1
	Sub-criteria
	
	
	
	
	
	
	

	D2
	
	
	
	
	
	
	
	

	D3
	
	
	
	
	
	
	
	

	E
	Main Criteria
	
	
	
	
	
	
	

	E1
	Sub-criteria
	
	
	
	
	
	
	

	E2
	
	
	
	
	
	
	
	

	E3
	
	
	
	
	
	
	
	

	
	
	Totals
	
	
	
	
	
	








TABLE 2B – EVALUATOR’S SCORE SHEET FOR DETAILED TECHNICAL EVALUATION
	Evaluation Criteria
	Max Score
	

	{Complete criteria and maximum scores as listed in the proposal document}
	Consultant 1
	Consultant 2
	Consultant 3
	Consultant 4
	Consultant 5
	Consultant 6

	A
	Main Criteria
	
	
	
	
	
	
	

	A1
	Sub-criteria
	
	
	
	
	
	
	

	A2
	
	
	
	
	
	
	
	

	A3
	
	
	
	
	
	
	
	

	B
	Main Criteria
	
	
	
	
	
	
	

	B1
	Sub-criteria
	
	
	
	
	
	
	

	B2
	
	
	
	
	
	
	
	

	B3
	
	
	
	
	
	
	
	

	C
	Main Criteria
	
	
	
	
	
	
	

	C1
	Sub-criteria
	
	
	
	
	
	
	

	C2
	
	
	
	
	
	
	
	

	C3
	
	
	
	
	
	
	
	

	D
	Main Criteria
	
	
	
	
	
	
	

	D1
	Sub-criteria
	
	
	
	
	
	
	

	D2
	
	
	
	
	
	
	
	

	D3
	
	
	
	
	
	
	
	

	E
	Main Criteria
	
	
	
	
	
	
	

	E1
	Sub-criteria
	
	
	
	
	
	
	

	E2
	
	
	
	
	
	
	
	

	E3
	
	
	
	
	
	
	
	

	Totals
	
	
	
	
	
	
	



TABLE  3 – NEGOTIATION 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. 





