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Section 1. Letter of Invitation

Section 1. Letter of Invitation

[Name of CONSUIANT...........uueeiiiiiiee e D4dteg

1. The Name of Clierjthas received funds fromdentify the source of funfsoward
the cost of Name of Projedtand intends to apply a portion of this funding dligible
payments under this Contract, reference nun®edurement Numbgr

2. The Name of Clierjt now invites proposals to provide the followingnsalting
services: [insertshort description of objectives and scope of tregmsnentt More details
on the services are provided in the attached TefrReference.

3. This Request for Proposals (RFP) has been aititet® the following shortlisted
consultants:

[insert: List of Shortlisted Consultafts

4. A firm will be selected undeinsert: Selection Methddind procedures described in
this RFP.
5. The RFP includes the following documents:

Section 1 - Letter of Invitation

Section 2 - Information to Consultants

Section 3 - Technical Proposal - Standard Forms
Section 4 - Financial Proposal - Standard Forms
Section 5 - Terms of Reference

Section 6 - Standard Forms of Contract.

6. Please inform us, upon receipt:

(a) that you received the letter of invitation; and
(b) whether you will submit a proposal alone oagsociation.
Yours sincerely,

[insert: Signature, name, and title ©@lient’s representatiie



Section 2. Information to Consultants

1.

Introduction

Section 2. Information to Consultants

11

1.2

14

1.€

1.7

The Client named in the Data Sheet will seledtra from those
listed in the Letter of Invitation, in accordancéhamthe method
of selection specified in the Data Sheet.

The consultants are invited to submit a Techriftaposal and a
financial proposal, or a Technical Proposal ony/specified in
the Data Sheet for consulting services required foe

assignment named in the Data Sheet. The propadiabenthe

basis for contract negotiations and ultimately #rsigned
contract with the selected firm.

The assignment shall be implemented in accordavite any
phasing indicated in the Data Sheet. When thegassnt
includes several phases, the performance of theuttamt under
each phase must be to the Client's satisfactioordeivork
begins on the next phase.

The consultants must familiarize themselves witbcal
conditions and take them into account in preparthgir
proposals. To obtain firsthand information on #Hssignment
and on the local conditions, consultants are ergmd to visit
the Client before submitting a proposal and tonaktta pre-
proposal conference if one is specified in the D&taeet.
Attending the pre-proposal conference is optionalThe
consultants’ representative should contact theciaf8 named in
the Data Sheet to arrange for their visit or toaobtadditional
information on the pre-proposal conference. Cdastd should
ensure that these officials are advised of thet wisiadequate
time to allow them to make appropriate arrangements

The Client will provide the inputs specified iretibata Sheet,
assist the firm in obtaining licenses and permésded to carry
out the services, and make available relevant grajata and
reports.

Note that (i) the costs of preparing the propoaald of
negotiating the contract, including a visit to tG&ent, are not
reimbursable as a direct cost of the assignmerd; (@h the
Client is not bound to accept any of the proposalsnitted.

Government policy requires consultants to proydafessional,
objective, and impartial advice, and at all timedithe Client’s
interests paramount, without any considerationftidure work,
and strictly avoid conflicts with other assignmeatstheir own
corporate interests. Consultants shall not be hif@d any
assignment that would be in conflict with theirqorior current
obligations to other clients, or that may placenthia a position



Section 2. Information to Consultants

of not being able to carry out the assignment enlibst interests
of the Client.

1.7.1 Without limitation on the generality of thisule,

1.7.2

1.7.3

consultants shall not be hired under the circuntesuset
forth below:

(a) Conflict between consulting activites and

procurement of goods, works or services: A firmatth
has been engaged by the borrower to provide goods,
works, or services for a project, and each of its
affiliates, shall be disqualified from providing
consulting services related to those goods, works o
services. Conversely, a firm hired to provide
consulting services for the preparation or
implementation of a project, and each of its affés,
shall be disqualified from subsequently providing
goods, works or services resulting from or directly
related to the firm’s consulting services for such
preparation or implementation (other than a
continuation of the firms earlier consulting seegdor

the same project).

(b) Conflict among consulting assignments: Neither

consultants (including their personnel and sub-
consultants) nor any of their affiliates shall bestl
for any assignment that, by its nature, may be in
conflict with another assignment of the consultants

(c) Relationship with Government staff: Consultants

(including their personnel and sub-consultants)} tha
have a business or family relationship with a membe
of Government Borrower’s staff (or of the procuring
entity staff, or of a beneficiary of the assignmento
are directly or indirectly involved in any part ¢f} the
preparation of the TOR of the contract, (ii) the
selection process for such contract, or (iii) sujston

of such contract may not be awarded a contract.

As pointed out in paragraph 1.7.1 (a) above, céastd
may be hired for downstream work, when continugy i
essential, in which case this possibility shallitdicated
in the Data Sheet and the factors used for thetsabeof
the consultant should take the likelihood of coumition
into account. It will be the exclusive decision thie
Client whether or not to have the downstream assggr
carried out, and if it is carried out, which cortaat will
be hired for the purpose.

In the event of 1.7.2. and in order to ensure &ssnand
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transparency in the selection process, it is reguthat
consultants or their affiliates competing for a dfie
assignment do not derive a competitive advantage fr
having provided consulting services related to the
assignment in question. To that end, all infornratioat
would in that respect give a consultant a competiti
advantage shall be made available to all the disbed
consultants together with the request for proposals

1.8 The Government requires that Purchasers, das€lonsultants
observe the highest standard of ethics during tieeysemen
and execution of such contracts. In pursuancisfpolicy the
Government:

(a) defines, for the purposes of this provision, themte se
forth below as follows:

(i) “corrupt practice” means the offering, givit
receiving or soliciting of any thing of value
influence the action of a public official in t
procurement process or in contract execution;

(i) “fraudulent practice” means a misrepresentatiol
facts in order to influence a procurement proce:
the execution of a contract;

(iif) “collusive practices” means a scheme oaagemen
between two or more bidders withr without the
knowledge of the Purchaser,sitgned to establis
prices at artificial, noncompetitive levels;

(iv) “coercive practices” means harming or thesang tc
harm, directly or indirectly, persons or tr
property to influence their participation i@
procurement process, or affect the execution
contract.

(b) will reject a recommendation for award of contr#cit
determines that the Bidder has engaged in col
fraudulent, cdusive or coercive practices in competing
the contract;

(c) will declare a firm ineligible, either indeftely or for a
stated period of time, to be awarded a Government
contract if it at any time determines that the fitras
engaged in corrupt or fraudulent practices in cdinge
for, or in executing, a Government contract; and

1.6 Consultants shall not be under a declaration efigibility for
corrupt, fraudulent. Collusive and coercive praggiégssued by
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2. Clarification
and
Amendment of
RFP Documents

3. Preparation of
Proposal

Technical
Proposal

1.1C

1.11

2.2

3.2

the Government in accordance with the above suagpaph 1.8.

Consultants shall furnish information as describied the
Financial Proposal submission form (Section 4A) on
commissions and gratuities, if any, paid or to bélgo agents
relating to this proposal, and to execute the wbtke firm is
awarded the contract.

Consultants shall be aware of the provisions audr and
corruption stated in the Standard Contract under dlauses
indicated in the Data Sheet.

Consultants may request a clarification of anytoé RFP
documents up to the number of days indicated irDé& Sheet
before the proposal submission date. Any request fo
clarification must be sent in writing by mail, favde, or
electronic mail to the Client's address indicatedtihe Data
Sheet. The Client will respond by facsimile, ceattonic mail

to such requests and will send written copies ef tasponse
(including an explanation of the query but withadéntifying
the source of inquiry) to all invited consultanthavintend to
submit proposals.

At any time before the submission of proposals, @ient may,
for any reason, whether at its own initiative or@sponse to a
clarification requested by an invited firm, amehd RFP. Any
amendment shall be issued in writing through addeAddenda
shall be sent by mail, facsimile, or electronic Intaiall invited
consultants and will be binding on them. The QGligray at its
discretion extend the deadline for the submissiqiraposals.

Consultants are requested to submit a proposahdpEph 1.2)
written in the language(s) specified in the Datae&dh

In preparing the Technical Proposal, consultargseapected to
examine the documents constituting this RFP inikdeMaterial
deficiencies in providing the information requestady result in
rejection of a proposal.

While preparing the Technical Proposal, consutantust give
particular attention to the following:

() If a consultant considers that it does not halethe
expertise for the assignment, it may obtain araige of
expertise by associating with individual consulfant
and/or other consultants or entities in a joint tues or
sub-consultancy, as appropriate. Consultants may
associate with the other consultants invited fors th
assignment only with approval of the Client as catied
in the Data Sheet. Consultants must obtain thecappof
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3.4

(ii)

(iii)

(iv)

v)

(vi)

the Client to enter into a joint venture with coltsats not
invited for this assignment. The consultants are
encouraged to seek the participation of local chasts

by entering into a joint venture with, or subcontnag
part of the assignment to, Sierra Leonian constgdtan

For assignments on a staff-time basis, theimeged
number of professional staff-months is given in Deta
Sheet. The proposal shall, however, be based en th
number of professional staff-months estimated bg th
firm. For fixed-budget-based assignments, the abésl
budget is given in the Data Sheet, and the Fin&ncia
Proposal shall not exceed this budget.

It is desirable that the majority of the kegyrofessional
staff proposed be permanent employees of the firm o
have an extended and stable working relationshilp ivi

Proposed professional staff must, at a minimbave the
experience indicated in the Data Sheet, preferabiking
under conditions similar to those prevailing in the
Republic of Sierra Leone.

Alternative professional staff shall not be posed, and
only one curriculum vitae (CV) may be submitted éacch
position.

Reports to be issued by the consultants a$ giathis
assignment must be in the language(s) specifiethen
Data Sheet.

The Technical Proposal shall provide the followinfprmation
using the Standard Forms attached in Section 4:

(i)

(ii)

(iii)

(iv)

A brief description of the firm’s organizatioand an
outline of recent experience on assignments (SedR)
of a similar nature. For each assignment, theirautl
should indicate, inter-alia, the profiles of theafft
proposed, duration of the assignment, contract amou
and the firm’s involvement.

Any comments or suggestions on the Terms dieRace
and on the data, a list of services, and facilitesbe
provided by the Client (Section 4C).

A description of the methodology and work pldor
performing the assignment (Section 4D).

The list of the proposed staff team by spegjahe tasks
that would be assigned to each staff team memiver, a
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Financial
Proposal

3.6

3.7

3.8

their timing (Section 4E).

(v) CVs recently signed by the proposed professicaff
and the authorized representative submitting tlopgsal
(Section 4F). Key information should include numbé
years working for the firm/entity and degree of
responsibility held in various assignments during kast
ten (10) years.

(vi) Estimates of the total staff input (professiband support
staff; staff time) needed to carry out the assigmme

supported by bar-chart diagrams showing the time
proposed for each professional staff team member

(Sections 4E and 4G).

(vii) A detailed description of the proposed metbiody,
staffing, and monitoring of training, if the Datehest
specifies training as a major component of thegassent.

(viii) Any additional information requested in tBmta Sheet.

The Technical Proposal shall not include any faian
information.

In preparing the Financial Proposal, consultanésexpected to
take into account the requirements and conditiartsned in the
RFP documents. The Financial Proposal should violtbe

Standard Forms in Section 5. These list all cass®ciated with
the assignment, including (a) remuneration forf s{édreign and
local, in the field and at headquarters); and @imbursable
expenses such as subsistence (per diem, houseuggportation
(international and local, for mobilization and ddiization),

services and equipment (vehicles, office equipmémniture,

and supplies), office rent, insurance, printing dgicuments,
surveys, and training, if it is a major componerit the

assignment. Where appropriate, these costs shmuldroken
down by activity and, if appropriate, into foreigand local
expenditures.

The Financial Proposal shall include all the calsésconsultant
incurs to provide the services (including travelpemxses,
translation, printing and the taxes the consuliaays for its
business requirements by the law of the domicilenty of the
consultant), but shall exclude all local taxesdeMdbn the invoice
issued by the consultant (such as local saless&xjces tax or
income tax in individuals not permanently residiimg Sierra
Leone but providing services there.

Consultants may express the price of their sesvigeany freely
convertible currency. The consultants may not meee than
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three foreign currencies. The Client may requastltants to
state the portion of their price representing laxats in Leones
if so indicated in the Data Sheet.

3.¢ Commissions and gratuities, if any, paid or to fmEd by
consultants and related to the assignment willifed in the
Financial Proposal submission form (Section 5A).

3.1C The Data Sheet indicates how long the proposalst mamain
valid after the submission date. During this peridhe
consultant is expected to keep available the psadeal staff
proposed for the assignment. The Client will mégdest effort
to complete negotiations within this period. I€t8lient wishes
to extend the validity period of the proposals, tomsultants
who do not agree have the right not to extend #tielity of their

proposals.

4. Submission, 4.1 The original proposal (Technical Proposal and,rafjuired,
Receipt, and Financial Proposal; see paragraph 1.2) shall bgaped in
Opening of indelible ink. It shall contain no interlineatiar overwriting,
Proposals except as necesgato correct errors made by the firm itse

Any such corrections must be initialed by the pessor person
signing the proposal.

4.2  An authorized representative of the firm initials pages of the
proposal. The representative’s authorization isfiomed by a
written power of attorney accompanying the proposal

4.3 For each proposal, the consultants shall pregaentimber of
copies indicated in the Data Sheet. Each TechRicglosal and
Financial Proposal shall be marked “Original” orofy” as
appropriate. If there are any discrepancies betvtiee original
and the copies of the proposal, the original woNern.

4.4 The original and all copies of the Technical Psaloshall be
placed in a sealed envelope clearly marked “Teethnic
Proposal,” and the original and all copies of thimaRcial
Proposal in a sealed envelope clearly marked “fia&n
Proposal” and warning: “Do Not Open with the Tedahi
Proposal.” Both envelopes shall be placed into caner
envelope and sealed. This outer envelope shalt bea
submission address and other information indicatetthe Data
Sheet and be clearly marked, “Do Not Open, Exaeresence
of the Evaluation Committee.”

4.5 The completed Technical and Financial Proposalstnbe
delivered at the submission address on or befaetithe and
date stated in the Data Sheet. Any proposal redeafter the
closing time for submission of proposals shall umed
unopened.
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5. Proposal
Evaluation

General

Evaluation of
Technical
Proposals

4.€

4.7

51

5.2

5.3

54

After the deadline for submission of proposalg echnical
Proposal shall be opened immediately by the evaluat
committee. The Financial Proposal shall remainlesea@nd
retained securely until all submitted proposals amened
publicly.

The Firm may withdraw its Proposal after the Prafies
submission, provided that the written notice of whthdrawal is
received by the procuring entity prior to the dé@sallprescribed
for submission of Proposals. The Firms’ withdrawatice shall
be prepared, sealed, marked, and dispatched indzsuze with
the provisions of clause Deadline for SubmissiorPaofposals.
The withdrawal notice may also be sent by telexfax but
followed by a signed confirmation copy. No Proposay be
modified subsequent to the deadline for submissfqmroposals.
No Proposal may be withdrawn in the Interval betwdbe
deadline for submission of proposals and the etipireof the
period of proposal validity specified by the firm the Proposal
Submission Form.

From the time the bids are opened to the timecth@ract is
awarded, if any consultant wishes to contact thentlon any
matter related to its proposal, it should do saviiting at the
address indicated in the Data Sheet. Any efforthgyfirm to
influence the Client in proposal evaluation, pr@asmparison
or contract award decisions may result in the t&jacof the
consultant’s proposal.

Evaluators of Technical Proposals shall have ness to the
Financial Proposals until the technical evaluatsocompleted.

The evaluation committee appointed by the Cliasta whole,
and each of its members individually, will evalutte proposals
on the basis of their responsiveness to the Temieterence,
applying the evaluation criteria, sub-criteria {oglly not more
than three per criteria), and point system spetiirethe Data
Sheet. Each responsive proposal will be given hnieal score
(St). A proposal shall be rejected if it does mespond to
important aspects of the Terms of Reference ot fails to

achieve the minimum technical score indicated e@ata Sheet.

In the case of Quality-Based Selection, Select®ased on
Consultant’s Qualifications, and Single-Source Se&a, the
highest ranked firm, or the firm selected on aleirpurce basis,
is invited to negotiate a contract on the basishef Technical
Proposal and the Financial Proposal submitted oraance

10
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Public Opening 5.t

and Evaluation
of Financial
Proposals:
Ranking
(QCBS, Fixed-
Budget, and
Least-Cost
Selection
Methods Only)

5.€

5.7

5.8

5.9

with the instructions given in paragraph 1.2 arel@iata Sheet.

After the evaluation of technical quality is comeld, the Client
shall notify those consultants whose proposalsndidmeet the
minimum qualifying score or were considered norpogsive to
the RFP and Terms of Reference, indicating that tieancial
Proposals will be returned unopened after compjetthe
selection process. The Client shall simultaneousdyify the
consultants that have secured the minimum quatifyscore,
indicating the date and time set for opening theaRcial
Proposals. The opening date shall not be sooaerttho weeks
after the notification date. The notification mag sent by
registered letter, facsimile, or electronic mail.

The Financial Proposals shall be opened publicihé presence
of the consultants’ representatives who choosettanéd. The
name of the consultant, the technical scores, hadptoposed
prices shall be read aloud and recorded as thené¢iala
Proposals are opened. The Client shall prepare tasnof the
public opening.

The evaluation committee will determine whethex Hinancial
Proposals are complete (i.e., whether they haviedad! items
of the corresponding Technical Proposals; if nog, Client will

cost them and add their cost to the initial pric&rrect any
computational errors, and convert prices in variousencies to
the single currency specified in the Data Sheehe Wofficial

selling rates used, provided by the source inditatethe Data
Sheet, will be those in effect on the date indidate the Data
Sheet. The evaluation shall exclude those taxetegs] fees,
levies, and other charges imposed under the appdidaw; and
to be applied to foreign and non-permanent residensultants
(and to be paid under the contract, unless the uttams$ is
exempted), and estimated as per paragraph 3.7.

In case of QCBShe lowest priced Financial Proposal (Fm) will
be given a financial score (Sf) of 100 points. Theancial
scores (Sf) of the other Financial Proposals welldomputed as
indicated in the Data SheeRroposals will be ranked according
to their combined technicab{ and financial $f) scores using
the weights (T = the weighting for the Technicabpvsal; P =
the weighting for the Financial Proposal as indidain the Data
Sheet. T + P = 1); The firm achieving the highesibined
technical and financial score using the formula:
S=StxT%+ Sf x P%
will be invited for negotiations.

In the case of Fixed-Budget Selection, the Cligitit select the

firm that submitted the highest ranked TechnicalpBsal within
the indicated budget price. Proposals that exteedndicated

11
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6. Negotiations

6.1

6.2

6.4

budget will be rejected. In the case of the L&zmstt Selection,
the Client will select the lowest priced proposavéaluated”
price) among those that passed the minimum techsiare.
The selected firm will be invited for negotiations.

Negotiations will be held at the address indicatedhe Data
Sheet. The aim is to reach agreement on all paintssign a
contract.

Negotiations will include a discussion of the Tieickal Proposal,
the proposed methodology (work-plan), staffing, aady
suggestions made by the firm to improve the Ternfis
Reference. The Client and firm will then agreeafiferms of
Reference, staffing, and bar charts indicatingvaids, staff,
periods in the field and in the home office, staibnths,
logistics, and reporting. The agreed work plan &indl Terms
of Reference will then be incorporated in the “Dg#on of
Services” and form part of the contract. Spedieraion will be
paid to getting the most the firm can offer witlire available
budget and to clearly defining the inputs requiredh the Client
to ensure satisfactory implementation of the assagt.

Financial negotiations will reflect agreed teclhimodifications
in the cost of the services, and will include ai@itzation of the

firm’s tax liability (if any) in the Republic of 8ira Leone, and
the manner in which it will be reflected in the trawct. The

financial negotiations will not normally involve teer the

remuneration rates for staff (no breakdown of fees)other

proposed unit rates under QCBS, Fixed-Budget Seteadr the

Least-Cost Selection methods. For other methodselgfction,

an Appendix will be provided for the firm to expiahe required
information on remuneration rates.

Having selected the firm on the basis includingegaluation of
proposed key professional staff, the Client expaxisegotiate a
contract on the basis of the experts named in ttoposal.
Before contract negotiations, the Client will reguassurances
that the experts will be actually available. Thiee@ will not
consider substitutions during contract negotiationgess both
parties agree that undue delay in the selectiorgs® makes
such substitution unavoidable or that such chaagegritical to
meet the objectives of the assignment. If thisasthe case and
if it is established that key staff were offeredtive proposal
without confirming their availability, the firm maybe
disqualified.

The negotiations will conclude with a review oé ttiraft form of
the contract. On completion of negotiations, ther and the
firm will initial the agreed contract. If negotiahs fail, the
Client will invite the firm whose proposal receivéite second

12
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7. Award of 7.1
Contract

7.2

8. Confidentiality 8.1

highest score to negotiate a Contract.

The contract will be awarded following negotiason After
negotiations are completed, the Client will promptbtify other
consultants on the shortlist that they were unsssgfaé and
return the unopened Financial Proposals of thosesutants
who did not pass the technical evaluation (pardyEap).

The firm is expected to commence the assignmertherdate
and at the location specified in the Data Sheet.

Information relating to the evaluation of propssaand
recommendations concerning awards shall not bdodisd to
the consultants who submitted the proposals otthergersons
not officially concerned with the process, unti tvinning firm

has been notified that it has been awarded theamint

13
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11

1.2

Appendix® Financial Negotiations; Breakdown of Staff Rates

APPENDIX
TO
INFORMATION TO CONSULTANTS

Financial Negotiations

Breakdown of Remuneration Rates

1. Review of Remuneration Rates

The remuneration rates for staff are made galafry, social costs, overheads, fee that is
profit, and any premium or allowance paid for assignts away from headquarters. To
assist the firm in preparing for financial negatias, a sample form giving a breakdown
of rates is attached (no financial information dHobe included in the Technical
Proposal). Agreed breakdown sheets shall formgbdhte negotiated contract.

The Client is charged with the custody of Gowgent funds and is expected to exercise
prudence in the expenditure of these funds. TlenCis therefore concerned with the

reasonableness of the firm’s Financial Proposal, daring negotiations, expects to be
able to review audited financial statements backimghe firm’s remuneration rates. The

firm shall be prepared to disclose such auditednioial statements for the last three
years, to substantiate its rates, and accept tigaptoposed rates and other financial
matters are subject to scrutiny. Rate detailsis@issed below.

() Salary
This is the gross regular cash salary paid torttheidual in the firm’s home office.
It shall not contain any premium for work away frwadquarters or bonus (except
where these are included by law or government agiguis).

(i) Bonus
Bonuses are normally paid out of profits. BecahseClient does not wish to make
double payments for the same item, staff bonusaé rsbt normally be included in
the rates. Where the consultant’s accounting sy&esuch that the percentages of
social costs and overheads are based on total uevémcluding bonuses, those
percentages shall be adjusted downward accordinglyhere national policy
requires that 13 months’ pay be given for 12 mdntlwsk, the profit element need
not be adjusted downward. Any discussions on lEsshall be supported by
audited documentation, which shall be treated ad=mntial.

(i) Social Costs

! Delete Appendix in the case of Quality- and €®ased Selection (QCBS), Fixed-Budget Selectiot,east-Cost
Selection.

Used under Quality-Based Selection, Selection @aseQualifications, and Single-Source Selection.

14
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(iv)

(v)

(vi)

Social costs are the costs to the firm of stafa-monetary benefits. These items
include,inter-alia, pension, medical and life insurance costs, aadttist of a staff
member being sick or on vacation. In this reg#né, cost of leave for public
holidays is not an acceptable social cost nor esdbst of leave taken during an
assignment if no additional staff replacement resnlprovided. Additional leave
taken at the end of an assignment in accordande thé firm’s leave policy is
acceptable as a social cost.

Cost of Leave

The principles of calculating the cost of totaysléeave per annum as a percentage
of basic salary shall normally be as follows:

total days leave x 100
[365 - w - ph - v - s]

Leave cost as percentage of salary =

Wherew = weekendsph = public holidaysy = vacation, and = sick leave.

It is important to note that leave can be consider social cost only if the Client is
not directly charged for the leave taken.

Overheads

Overhead expenses are the firm’s business catsaté not directly related to the
execution of the assignment and shall not be reisalolias separate items under the
contract. Typical items are home office costs t(@afs time, non-billable time,
time of senior staff monitoring the project, resypport staff, research, staff
training, marketing, etc.), the cost of staff noirrently employed on revenue-
earning projects, and business promotion costs.infunegotiations, audited
financial statements, certified as correct by atependent auditor and supporting
the last three years’ overheads, shall be availtdlediscussion, together with
detailed lists of items making up the overheadsthedpercentage by which each
relates to basic salary. The Client will not a¢cap add-on margin for social
charges, overhead expenses, etc., for staff whoatrpermanent employees of the
firm. In such case, the firm shall be entitledyatol administrative costs and fees on
the monthly payments charged for subcontractedl staf

Fee or Profit

The fee or profit shall be based on the sum ofé#lary, social costs, and overhead.
If any bonuses paid on a regular basis are ligtemhrresponding reduction in the
profit element shall be expected. Fee or proféllshot be allowed on travel or
other reimbursable expenses, unless in the ladtsr an unusually large amount of
equipment has to be procured. The firm shall o payments shall be made
against an agreed estimated payment schedule asbéésin the draft form of the
contract.

(vii) Away from Headquarters Allowance or Premium

Some consultants pay allowances to staff workingyafrom headquarters. Such
allowances are calculated as a percentage of satarghall not draw overheads or
profit. Sometimes, by law, such allowances maydsacial costs. In this case, the
amount of this social cost shall still be shown emdocial costs, with the net
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allowance shown separately. This allowance, whmail, shall cover home
education, etc. and similar items shall not be iclened as reimbursable costs.

(viii) Subsistence Allowances
Subsistence allowances are not included in theafes, but are paid separately and

in Leones where practical. No additional subsistdn payable for dependents - the
subsistence rate shall be the same for marriediagte team members.

UNDP standard rates for the Republic of Sierrankeemay be used as reference to
determine subsistence allowances.

2. Reimbursables

2.1 The financial negotiations shall further foomssuch items as out-of-pocket expenses and
other reimbursable expenses. These costs maydedhut are not restricted to, cost of
surveys, equipment, office rent, supplies, inteomat and local travel, computer rental,
mobilization and demobilization, insurance, andifong. These costs may be either fixed
or reimbursable in foreign or local currency.

3. Bank Guarantee
3.1 Payments to the firm, including payment of adyance payment covered by a bank
guarantee, shall be made according to an agreegdaésti schedule ensuring the firm

regular payments in local and foreign currency,l@asy as the services proceed as
planned.
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INFORMATION TO CONSULTANTS

[Title of Consulting Services]

[Procurement Number]

BREAKDOWN OF AGREED FIXED RATES 3

[Currency: 4
Consultants 1 2 3 4 5 6 7 8
Away from
Basic Social Overhead Subtotal Fee Headquarters Total Agreed Fixed Ratsg
Name Position Rate5 Charge (% of1) (% of4) Allowance | Agreed Fixed Rate (__ %ofl)

(_%of1) (_%ofl)
Project Staff in Sierra Leone
Staff in Home Office
Signature of Consultant: Date:
Authorized Representative: Name:

Title:

This model form is given for negotiation purposagyo It is not part of the proposals (technicafinancial).
If different currencies, a different table for eaehrency should be used.

Per month, day, or hour as appropriate.
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Section 3 - Data Sheet

ITC Clause
Reference

ITC Clause 1.1 The name of the Client is:

The method of selection is:

ITC Clause 1.2 Technical and Financial Proposals are requested [Technical Proposal
only is requiredl

The name, and Procurement Number of the assignanent

ITC Clause 1.5 The Client will provide the followgimnputs:

ITC Clause 1.11 The clauses on fraud and corruptidihe Contract are:

ITC Clause 2.1  Clarifications may be requestedaup t [nsertnumbef days before the
submission date.

The address for requesting clarifications is:

e-mail: Facsimile:

ITC Clause 3.1 Proposals should be submitted irfetigdish language.

ITC Clause The estimated number of professional staff-morglsiired for the
3.3(ii) assignment is: ingert total number of man-months
or:
[In the case of Fixed-Budget Selecfidime Financial Proposal shall not
exceed the available budget of: buddeted cokt
ITC Clause The minimum required experience of proposed prajess$ staff is:
3.3(iv) [Insert job titles, number of years of professiomgberience and specific

expertise requireld
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Section 3. Information to Consultants — Data Sheet

ITC Clause Reports that are required under the assignment lsbaubmitted in the

3.3(vi) English language.

ITC Clause Additional information required in the TechnicaloPosal is: §ive list or

3.4(viii) state “none’]

ITC Clause 3.10 Proposals must remain valid for days] days after the submission
date.

ITC Clause 4.3 Consultants must submit an origaevad _ fumbef copies of each
proposal.

ITC Clause 4.4 The address for submission of pralgas: Full address of the Client for
receipt of proposals

Telephone Facsimile

ITC Clause 4.5 Proposals must be submitted no tlgéer hourg hours on {latd.

ITC Clause 5.1 The address for communications to the Client is:

ITC Clause 5.3 The number of points to be giveneunméch of the technical evaluation
criteria are:

Points

0] Specific experience of the consultants reldtethe assignment [o1q
[Insert sub-criterid
[Insert sub-criterid
[Insert sub-criterid

(ii) Adequacy of the proposed work plan and methoglyp
in responding to the Terms of Reference 20{5Q9
[Insert sub-criterid
[Insert sub-criterid
[Insert sub-criterid

(i) Qualifications and competence of the key &faf the Assignment J0- 64
[Insert sub-criterid
[Insert sub-criterid
[Insert sub-criterid

(iv) Suitability of the transfer of knowledge pragn (training) 0-19
[Insert sub-criterid
[Insert sub-criterid
[Insert sub-criterid
(v) Local participation (as reflected by nationafsong key staff q-10
presented by foreign and local firms; maximum ot t
exceed 10 points)
[Insert sub-criterid
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ITC Clause 5.7

ITC Clause 5.8

ITC Clause 6.1

ITC Clause 7.2

[Insert sub-criterid
[Insert sub-criterid
Total Points: 100

The number of points to be given under each evaluaub-criteria for
qualifications of staff under (iii) above are:

Points
(i) General qualifications [20- 34
(ii) Adequacy for the assignment 50 - 64
(iil) Experience in region [10- 20
Total Points: 100

The minimum technical score required to passusr{ber of poinfspoints.

The single currency for price coamaTs is: durrency.
The source of official selling rates is: Bourcé.
The date of exchange rates is: datd [

The formula for determining the fioil scores isSf = 100 x Fm/F

Where Sf is the financial score, Fm is the lowegtepand F the price of
the proposal under consideration.

The weights given to the technical and FinanciapBsals are:

Technical = Njormallybetween 0.8 and 0,%and
Financial = [Normally between 0.1 and 0.2

Negotiations will be held at :

The assignment is expected to coroenen flatd at [location:
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Section 4. Technical Proposal - Standard Forms

4A.

4B.

4C.

4D.

4E.

4F.

4G.

4H.

Section 4. Technical Proposal - Standard Forms

Technical Proposal submission form.
Firm’s references.

Comments and suggestions of consultants ohdimas of Reference and on data,
services, and facilities to be provided by the dlie

Description of the methodology and work plangerforming the assignment.
Team composition and task assignments.

Format of curriculum vitae (CV) for proposedfassional staff.

Time schedule for professional personnel.

Activity (work) schedule.
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Section 4. Technical Proposal - Standard Forms

4A. TECHNICAL PROPOSAL SUBMISSION FORM

[Location, Daté
To:  [Name and address of Clignt
Gentlemen:

We, the undersigned, offer to provide the consglgervices forTitle of consulting
services and Procurement Numpar accordance with your Request for Proposalediat
[Dateg and our Proposal. We are hereby submitting owpésal, which includes this
Technical Proposal, and a FinanRioposal sealed under a separate envelope.

If negotiations are held during the period of d&i of the Proposal, i.e., before
[Datgl we undertake to negotiate on the basis of thegsed staff. Our Proposal is binding
upon us and subject to the modifications resultingh Contract negotiations.

We understand you are not bound to accept anyoBabgou receive.

We remain,

Yours sincerely,
Authorized Signature:

Name and Title of Signatory:
Name of Firm:

Address

In Quality-Based Selection, the proposal may idelonly a Technical Proposal. If this is the caségete “and a
Financial Proposal sealed under a separate envelope
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Section 4. Technical Proposal - Standard Forms

4B. FIRM 'S REFERENCES

Relevant Services Carried Out in the Last Five Yea
That Best lllustrate Qualifications

Using the format below, provide information on easkignment for which your firm/entity,
either individually as a corporate entity or as ohéhe major companies within an
association, was legally contracted.

Assignment Name: Country:

Location within Country: Professional Staff Provided by You
Firm/Entity(profiles):

Name of Client: No. of Staff:

Address: No. of Staff-Months; Duration of
Assignment:

Start Date (Month/Year): Completion Date (Month/Year): Approx. Value of Sees (in Curren
US$):

Name of Associated Consultants, If Any: No. of Months of Professional Staff

Provided by associated Consultantg

Name of Senior Staff (Project Director/Coordinafbeam Leader) Involved and Functions Performed:

Narrative Description of Project:

Description of Actual Services Provided by YourfBta

Firm’s Name:
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Section 4. Technical Proposal - Standard Forms

4C. COMMENTS AND SUGGESTIONS OF CONSULTANTS ON THE TERMS OF
REFERENCE AND ON DATA, SERVICES, AND FACILITIES TO BE PROVIDED BY
THE CLIENT

On the Terms of Reference

On the data, services, and facilities to be pravioethe Client

25



Section 4. Technical Proposal - Standard Forms

4D. DESCRIPTION OF THE METHODOLOGY AND WORK PLAN FOR
PERFORMING THE ASSIGNMENT
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Section 4. Technical Proposal - Standard Forms

4E.TEAM COMPOSITION AND TASK ASSIGNMENTS

1. Technical/Managerial Staff
Name Position Task

2. Support Staff

Name Position Task
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Section 4. Technical Proposal - Standard Forms

4F. FORMAT OF CURRICULUM VITAE (CV) FOR PROPOSED PROFESSIONAL
STAFF

Proposed Position:

Name of Firm:

Name of Staff:

Profession:

Date of Birth:

Years with Firm/Entity: Nationality:

Membership in Professional Societies:

Detailed Tasks Assigned:

Key Qualifications:

[Give an outline of staff member's experience and traimmggt pertinent to tasks on assignment. Describe
degree of responsibility held by staff member on relevantique\assignments and give dates and locations.
Use about half a pade.

Education:

[Summarize college/university and other specialized educatistaf® member, giving names of schools, dates
attended, and degrees obtained. Use about one quarter afed pa

Languages:

[For each language indicate proficiency: excellent, good, &igoor in speaking, reading, and writifg.
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Employment Record:

[Starting with present position, list in reverse orderrgvemployment held. List all positions held by staff
member since graduation, giving dates, names of employing agegimis, titles of positions held, and locations

of assignments. For experience in last ten years, aleo tgpes of activities performed and client references,
where appropriate. Use about two pages.

Certification:

I, the undersigned, certify that to the best of knpwledge and belief, these data correctly
describe me, my qualifications, and my experience.

Date:
[Signature of staff member and authorized representatitieecfirm] Day/Month/Year

Full name of staff member:

Full name of authorised representative:
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4G. TIME SCHEDULE FOR PROFESSIONAL PERSONNEL

Months (in the Form of a Bar Chart)

Name Position Reports 1 2 4 6 7 8 9 19 11 12 Number of Month
Due/Activities

Subtotal (1
Subtotal (2
Subtotal (3
Subtotal (4

Full-time: [key] Part-time: _[key]

Reports Due: [key]

Activities Duration: [key]

Signature:

(Authorized representative)
Full Name:

Title:

Address
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4H. AcTiviTy (WORK) SCHEDULE

A. Field Investigation and Study Items

[1st, 2nd, etc. are months from the start of assignment.]

1st | 2nd | 3rd | 4th | 5th | 6th | 7th | 8th | 9th [ 10th| 11th| 12th

Activity (Work)

B. Completion and Submission of Reports

Reports Date

1. Inception Report

2. Interim Progress Report
(a) First Status Report

(b) Second Status Report
3. Draft Final Report
4, Final Report

31




Section 5. Financial Proposal - Standard Forms

Section 5. Financial Proposal - Standard Forms

5A.  Financial Proposal submission form.
5B.  Summary of costs.

5C. Breakdown of price per activity.

5D. Breakdown of remuneration per activity.
5E.  Reimbursables per activity.

5F. Miscellaneous expenses.
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Section 5. Financial Proposal - Standard Forms

5A. FINANCIAL PROPOSAL SUBMISSION FORM

[Datg

To:  [Name and address of Cli¢nt

Gentlemen:

We, the undersigned, offer to provide the consglgervices forTitle of consulting
services and Procurement Numpér accordance with your Request for Proposalediat
[Datg and our Proposal (Technical and Financial Progpsa Our attached Financial
Proposal is for the sum oAfmount in words and figurgs This amount is exclusive of the
local taxes which shall be identified during negtitins and shall be added to the above
amount.

Our Financial Proposal shall be binding upon ugestt to the modifications resulting
from Contract negotiations, up to expiration of thelidity period of the Proposal, i.e.,
[Datel.

Commissions and gratuities, if any, paid or tgoh@l by us to agents relating to this
Proposal and Contract execution, if we are awatiddedontract, are listed below:

Name and Address Amount and Purpose of Commission
of Agents Currency or Gratuity

We understand you are not bound to accept any Babgou receive.
Yours sincerely,
Authorised Signature:

Name and Title of Signatory:
Name of Firm:

Address
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5B. SUMMARY OF COSTS

Costs Currency(ies) Amount(s)

Total Amount of Financial Proposal

Maximum of three currencies in addition to Leones.
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5C. BREAKDOWN OF PRICE PER ACTIVITY

Description:

Activity No.:

Price Component

Currency(ies)

Amount(s)

Remuneration

Reimbursables

Miscellaneous Expenses

Subtotal
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Activity No.

Activity Name:

5D. BREAKDOWN OF REMUNERATION PER ACTIVITY

Names

Position

Inpuf

Remuneration
Currency(ies) Rate

Amount

Regular staff

Local staff

Consultants

Grand Total

8 Staff months, days, or hours as appropriate.
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5E. REIMBURSABLES PER ACTIVITY

Activity No:
Name of Activity:
I’t\?m Description Unit Quantity| Currency Unit Price Total Amount
0.
1. International flights Trip
2. Miscellaneous travel expenses Trip
3. Subsistence allowance
Day
4. | Local transportation costs
5. Office rent/accommodation/
clerical assistance
Grand Total

Local transportation costs are not included ifildcansportation is being made available by ther®l Similarly, in the project site, office remtcommodations/clerical assistance costs are
not to be included if being made available by tlier@.
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5F. MISCELLANEOUS EXPENSES

Activity No.

Activity Name:

Iltem No Description Unit Quantity Currency Unit Price Total Amount
1. Communication costs between
and
2. Drafting, reproduction of reports
3. Equipment: vehicles, computers, etc.
4. Software
Grand Total
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Section 6. Terms of Reference
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Section 7. Standard Form of Contract

40



