FORM 19
		Regulation 29(12)
THE PUBLIC PROCUREMENT AND DISPOSAL OF PUBLIC ASSETS ACT, 2003

EVALUATION REPORT FOR EXPRESSIONS OF INTEREST FOR CONSULTANCY SERVICES
	Procurement Reference Number

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

	

	
	
	



1.	Introduction                                  
(1)	{For expression of interest}
(a)	The requirement is for [subject of procurement]. 
(b)	The procurement method used and approved by the Contracts Committee was through publication of a notice inviting expression of interest and developing a shortlist.
(2)	{For pre-qualification}
The pre-qualification is for [subject of procurement]. 
2.	Details of invitation
 	{For expression of interest}
(1)	The expression of interest notice was approved by the Contracts Committee on [date]. 
(2)	The expression of interest notice was advertised on the [date] in [name of publication]. 
{For pre-qualification}
(1)	The pre-qualification notice and document was approved by the  Contracts Committee on [date]. 
(2)	The pre-qualification notice was advertised on the [date] in [name of publication]. 
(3)	The list of consultants requesting the pre-qualification document was recorded using Form 20 which is attached. 

3.	Details of expression of interest/pre-qualification closing
(1)	Submission of expressions of interest/ pre-qualification applications closed on [date] at [time] at [location]. 
(2)	The receipt of expressions of interest/ pre-qualification applications was recorded using Form 22 which is attached 

4.	Details of expression of interest/pre-qualification opening
A public opening was held at [location] on [date] at [time]. The expression of interest/ pre-qualification opening and attendance was recorded using Form 23 which is attached. 

5.	Details of Evaluation Committee
The evaluation committee approved by the Contracts Committee on [date] comprised:
[Name]		[Title and department]	
[Name]		[Title and department]
[Name]		[Title and department]
6.	Details of the evaluation
{For expression of interest}
(1)	All expressions of interest submissions received were evaluated against the criteria stated in the expression of interest notice. 
[Brief narrative on the result of the evaluation and detailed justification with reasons why an expression of interest, if any, was declared non responsive.]
(2)	On the basis of the expression of interest criteria stated, [number] consultants are pre-qualified and [number] are not pre-qualified. 
See the attached table, which summarises the evaluation. 




7.	Recommendation
(1)	{For expression of interest for single requirements}
It is recommended that the following consultants be invited to submit proposals:
(i)	………………………………………….
(ii)	…………………………………………..
(iii)	…………………………………………..
(2)	{For pre-qualification}
(1)	All pre-qualification applications received were evaluated against the 	criteria stated in the pre-qualification document. 
[Brief narrative on the result of the evaluation and detailed justification with 	reasons why an application, if any, was declared non responsive.]
(2)	On the basis of the pre-qualification criteria stated, [number] consultants  are pre-qualified and [number] are not pre-qualified. 
See the attached table, which summarises the evaluation. 
8.	Recommendation
It is recommended that [number] consultants be retained on file as pre-qualified and used on future shortlists for [subject of procurement]. 

9.	Disagreement by the Evaluation Committee {delete if not applicable}
The Evaluation Committee could not reach a unanimous decision on the expression of interest/ pre-qualification and this 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]. 






10.	Signed by the Evaluation Committee:
We confirm that this expression of interest/ pre-qualification evaluation report gives a complete and accurate report of the expression of interest 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 22 - Record of receipt of expression of interest/proposals 
Form 23 - Record of opening of expression of interest 
Summary of expression of interest evaluation

Documents available from the Procurement and Disposal Unit: {amend as appropriate}
Copy of the expression of interest notice.
Copy of all expression of interest submissions.
Copy of the pre-qualification document.
Copy of all pre-qualification applications.  








SUMMARY OF EXPRESSION OF INTEREST EVALUATION

	Consultant’s Name
	1
	2
	3
	4
	5
	6

	Expression of interest criteria {List all criteria in accordance with the expression of interest notice. Criteria shown are examples only}. 
	
	
	
	
	
	

	Experience/performance on similar contracts in the country/region/internationally
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ

	Qualifications and experience of personnel
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ

	Local facilities or representation
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ

	Available capacity
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ

	
	
	
	
	
	
	

	Recommendation
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ




KEY: Q = Qualified    NQ = Not Qualified {delete that which is not applicable in the table above}
As a result of this expression of interest evaluation, _____ consultants were declared qualified and _____ consultants were declared not qualified. 
Name: 	____________________________________	Position: 	_______________________________ 

Signature:____________________________________	Date: 	_______________________________

On behalf of the Evaluation Committee

SUMMARY OF PRE-QUALIFICATION EVALUATION


	Consultant’s Name
	1
	2
	3
	4
	5
	6

	Expression of interest criteria {List all criteria in accordance with the document. Criteria shown are examples only}. 
	
	
	
	
	
	

	Experience/performance on similar contracts in the country/region/internationally
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ

	Qualifications and experience of personnel
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ

	Local facilities or representation
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ

	Available capacity
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ

	Recommendation
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ
	Q/NQ




KEY: Q = Qualified    NQ = Not Qualified {delete that which is not applicable in the table above}
As a result of this pre-qualification evaluation, _____ consultants were declared qualified and _____ consultants were declared not qualified. 
Name: 	____________________________________	Position: 	_______________________________ 

Signature:____________________________________	Date: 	_______________________________

On behalf of the Evaluation Committee


