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INTRODUCTION

Procurement under Loans and Credits


This manual consists of four parts.  Part I – General, includes the discussion of the nature of small procurement, identification of needs for goods, works and services under small grants and loans and credits, and roles and responsibilities.  Parts II and III contain a simple and step-by-step use of different methods and procedures applicable to the procurement of small-value goods, works and services.  Part IV includes the sample documents for selection of suppliers, contractors and consultants as well as the sample documents that may be used for payment purposes.


Procurement of goods, works and services under World Bank-financed projects is conducted in accordance with the following procurement guidelines:

Goods and Works:  Procurement Under IBRD Loans and IDA Credits (January 1995, revised January and August 1996, September 1997, and January 1999; and

Consultant Services: Selection and Employment of Consultants (January 1997, revised September 1997 and January 1999).

These guidelines are included by reference in a loan, credit or grant agreement and are legally binding on the parties to these agreements.


The main purpose of these guidelines is to inform all concerned, who carry out projects financed in whole or in part by a loan, credit or grant from IBRD/IDA, about arrangements of procurement of goods and works and related services, and define procedures for selecting, contracting and monitoring consultants required for such projects; these guidelines are also intended as a training tool for project staff.


The guidelines describe all procurement methods and their procedures for all types of projects.  For a specific project only those methods and procedures of the guidelines apply which are considered appropriate for the project and that are included (or referred to) in the loan/credit agreement, either specifically, or implicitly (e.g., by reference to a “Project Implementation” or “Operational” Manual).


The guidelines referred to above are based on the principles of economy and efficiency in project implementation, opportunity for all eligible bidders to compete, and the importance of transparency.  In order to ensure that these principles are respected, the Bank requires the use of competitive procedures, such as international and national competitive bidding, advertisement of consulting opportunities, and even mandates the use of standard bidding documents for this purpose.  The guidelines deal in some detail with the procedures to be followed in international competition.  

Procurement Under Grants

The use of international, and national competitive bidding may not be the most appropriate methods of procurement to achieve economies of scale and desired efficiency for very small-value items of goods, works and services included in grants.  The Bank agrees in such cases to the application of very simplified  procedures in achieving the objective of economy and efficiency, such as commercial practices, international and national shopping, etc.  For these procedures, the Bank lays down certain minimum procedural requirements to ensure economy and efficiency, and supervises the relevant procurement processes only periodically through ex-post reviews.  For implementing activities financed by small grants, under which very small value (e.g., less than US$10,000) items of goods, works and services are purchased, yet simpler purchasing procedures have to be applied.  Part II.1 deals with these procedures in detail. 

I - GENERAL

I.1 - Nature of very small-value procurement

Projects financed by the World Bank loans, credits and grants need a variety of goods, works and services of large and small monetary values to achieve their objectives.  To the extent possible, these goods, works and services are procured through international competition in order to ensure economy and efficiency, transparency and to allow suppliers, contractors and consultants from Bank member countries to participate in competition.  Under competitive grants, very small amounts of the required items, such as the ones listed below, are procured to achieve grant-funded project objectives.  Simplified procedures, which ensure the principle of economy and efficiency, have to be applied for the procurement of the very small items.

· office equipment for project implementation staff

· furniture

· consumables, such as office supplies and gas for vehicles

· small number of vehicles

· publications

· minor rehabilitation of office buildings

· construction or repair of small roads

· laboratory equipment

· small amounts of seeds or other agricultural inputs

· agricultural machinery, such as a tractor

· advisory services

· communication equipment

· training workshops

· travel and per diem

· renting of conference rooms, etc

The loan, credit or grant agreements specify in monetary terms the thresholds up to which different procurement methods (such as national shopping, international shopping, minor works, etc.) are applicable to small-value items.  It would, therefore, be necessary to consult the procurement schedule to determine the methods to be applicable to different low value procurement of goods, works and services.  In addition, project documents also normally include procurement plans which should be consulted both for the estimated value of a contract, the applicable method, and the key dates.  The procurement plan is a useful tool for implementing procurement and are prepared for all projects; for projects involving simple procurement plans for small grants may be prepared as part of the grant agreement.  That means it may not be necessary to prepare such a plan before a grant has been made.

For small grants,  which include very small purchases, the formal shopping procedures discussed above may not be effective and expedient.  These grants are made mostly to small organizations, some public, some private, including NGOs, and sometimes even private individuals.  These beneficiaries are widely dispersed across a country or zone. The amounts of such grants may run from as small as US$ 5,000 to as large as US $ 250,000 and have an implementation duration of six months to three years.  These funds are used for a variety of small-value goods, works and services. The procurement procedures for this situation are discussed under Part II.1 – Procurement under Small Grants.

I.2 - who is responsible for procurement?

(Roles and Responsibilities)
Project implementation, including procurement, is the responsibility of the borrower (of loans and credits) and the beneficiary (of grants).  The borrower/beneficiary is, therefore, responsible for

· identifying needs in goods, works and services for the project

· preparing cost estimates for the items needed

· preparing a procurement plan and seeking the Bank’s agreement to the proposed plan where practical

· preparing tender documents, including technical specifications, lists of suppliers, contractors and consultants

· sending tender documents to the suppliers, contractors or consultants 

· receiving and evaluating offers in order to select the best supplier

· awarding and signing the contract or issuing a purchase order

· making payments

· supervising contract performance

· preparing progress reports for project implementation agency

· maintaining all project documents including procurement documents

· making project/procurement documents available to the Bank staff for ex-post reviews and to independent auditors for annual audits


Projects financed with the proceeds of loans or credits are usually implemented by well-staffed and equipped “project implementation agencies” sometimes called “Project Management Unit (PMU), Project Implementation Unit (PIU), or Project Coordination Unit (PCU) with adequate capacity to implement large and small-value procurement. However, most beneficiaries responsible for implementing activities financed with small grants have little experience with procurement, administration and accounting involving grant funds and are likely to be confused with the Bank's formal guidelines. They are often overseen by staff of a  PMU, with national staff who have (formal) procurement expertise. The latter frequently see the Bank's rules as "the last word" and written in concrete. The purpose of this manual with regard to grants is to provide a better understanding of procurement practices and to quote a recent write-up on a "Guide for Task Teams on Procurement Procedures Used in Social Funds", to "strike a balance between designing a project which is implementable, and achieving accountability".

The Bank’s role is to ensure through progress reports and physical supervision, including prior and ex-post reviews of the conduct of procurement by the borrower/beneficiary under the project, that the loan/grants funds are being used with due consideration to economy and efficiency, and contracts are being awarded in a transparent and fair manner.

The role of the project implementation agency (PIU, PCU, PMU, etc.) is elaborated in detail during project preparation and appraisal and clearly defined in project documents. Although often not separately specified in the project documents, the beneficiary of a grant is similarly responsible for dealing with all activities in connection with the grant, including

· elaboration of a proposal for obtaining the grant;

· identifying the needs for achieving the purpose of the grant;

· if selected for receiving a grant, negotiating the grant agreement, including a procurement plan, with the project implementation agency;

· undertaking procurement under the grant, i.e., selecting suppliers of required goods, works and services;

· supervising contract performance;

· making payments to suppliers and contractors and obtaining receipts for such payments;

· maintaining project records, including procurement records;

· ensuring a sound financial management;

· facilitating monitoring and evaluation by the project implementation agency;

· resolving any issues affecting project implementation, including procurement; and

· preparing the necessary progress and completion reports.

Clearly, the procurement under a grant is the full responsibility of the beneficiary.  However, as stated above, some grant beneficiaries may have no solid experience in conducting procurement.  It is, therefore, recommended that every potential grant beneficiary candidate should prepare a procurement self assessment  using the form at Attachment 1 and include it in their proposal for the grant.  This assessment will enable  the project implementation agency  determine the extent of assistance it must provide to the selected grant beneficiaries in procurement.  It is worth noting here that the role of the project implementation agency should normally be limited to providing assistance to the beneficiary rather than undertake the procurement responsibility itself.  The preparation and submission of the self assessment form will not be a criteria for the award of a grant.

I. 3 - identification of needs, preparation of cost estimates and procurement plans

Bank-financed projects normally include sufficient details to facilitate the procurement staff’s tasks of implementing procurement.  For example, project preparation includes preparing a detailed procurement plan (See Attachment 2) with a brief description of each contract, its estimated cost, the applicable procurement method and the key procurement processing dates.

Potential grant-funded projects, especially under CG, however, may not include a procurement plan, especially during the beneficiary selection phase. In order to facilitate the process of procurement, a procurement plan serves as a good implementation tool.  However, for competitive grants it may not be feasible to prepare a procurement plan before a beneficiary has been selected.  It would then be more appropriate to elaborate a procurement plan for every grant during negotiations between the project implementation agency and the selected beneficiary.

For the preparation of a procurement plan, the following steps should be taken:

· Make a list of items of goods, works and services needed to achieve the project objective.

· Package the items on the list in logical contract groups, i.e., if the list includes a jeep and a passenger car, these together would make a “vehicles contract package” for procurement purposes.

· Research the local market for the availability of the required goods, works and services.

· Obtain unit prices of items included in each package from suppliers, shopkeepers, catalogues, previous contracts, internet, etc., and using this information, cost each package.
· See Section I.4 and Part II.1 for thresholds for determining procurement methods.

· Prepare a procurement plan using the template at Attachment 2.

· Complete Attachment 1 – beneficiary’s capacity to conduct procurement – which will help the project management to approve the proposed procurement plan in light of this capacity and to determine whether there is need for assistance in conducting procurement.

· Submit the procurement plan and the completed capacity assessment form along with the final application for grant.

Sample documents at Attachment 3 may be used for contract approval/signature and for contract payment procedures.

I.4 - how will it be procured under competitive grants?

(procurement methods)

Consult the project procurement plan for the procurement methods applicable under loans and credits. For competitive grants, which are normally valued between US$5,000 to US$250,000, use the following thresholds to determine different procurement methods which are described in detail in the next section.

1.  
For contracts estimated less than US$10,000 equivalent each, prices will be obtained from different suppliers/shops/contractors (preferably a minimum of three) in order to select the best supplier.  When necessary, procurement may also be conducted through negotiations and in direct contracting.  The figure of $10,000 may vary from project to project but will not exceed $10,000.

2. For goods contracts estimated to cost less than US$50,000 equivalent each,  use National Shopping based on a minimum of three quotations from domestic suppliers.

3. For goods contracts estimated to cost less than US$100,000 equivalent each, use International Shopping based on a minimum of three quotations from two different countries, including the country where the project is located. 

4. For works contracts estimated up to US$100,000 equivalent each, use the procedure applicable to the procurement of minor works and based on a minimum of three quotations obtained from domestic contractors.

5. If after selection of a CG beneficiary, it is established during negotiations of CG terms and conditions between the implementation agency and the beneficiary that the beneficiary has experience in conducting purchases of goods, works and services, through the purchasing practices used in the private sector, such a beneficiary may be allowed to conduct its procurement through those commercial practices up to $250,000 each.

6.
For consultant services, generally, the following two procedures will be applicable:

(a)
If a firm is to be selected and the estimated cost of the contract is less than US$100,000 equivalent, the procedure based on Consultant’s Qualifications (CQ) should be used; and

(b)
For the selection of an individual consultant/advisor, a minimum of three Curriculum Vitae (CVs) of experts in the field in which the advice is needed should be obtained and evaluated for the selection of the best candidate, except in cases where “single sourcing” is justified (see below).

7.
In case goods, services or works are available only from a single source because of the proprietary nature or because of an emergency situation, or there are no suppliers/contractors/consultants interested/available, for example, in remote places, or very small amounts are involved, the direct contracting method of procurement can be used.

8.
Hiring of government agencies, universities and research institutes or their staff is permissible only  in cases where there is no viable private sector alternative.  In such cases, works carried out by departments are treated as force account.  In the hiring of university or research institute, the following methods are acceptable:

· Single-Source Selection when the case meets the criteria for this method of selection as set out in paras. 3.8 to 3.11 of the Consultant Guidelines. 

· Quality-Based Selection (QBS) when more than one of these institutions qualifies to execute the assignment and the assignment meets the criteria set out in the Consultant Guidelines (para. 3.2). 

· Selection Based on Consultant’s Qualifications when more than one of these institutions are uniquely qualified to execute the assignment and the assignment meets the criteria set out in the Consultant Guidelines (para. 3.7).

Government-owned universities and research institutes in the Borrower/Beneficiary country that are not financially autonomous or do not operate under commercial law may participate in competitive selection in association with private consultants only as sub-consultants to carry out specialized tasks for which these entities are uniquely qualified. 

Universities or institutes that operate under the direct supervision or administrative control of the Borrower or Sub-Borrower cannot be hired under Bank-financed projects because of the conflict of interest situation. For example, if the Ministry of Education is a borrower/beneficiary of a loan/grant, any university or institute which is under the direct control of this Ministry cannot be hired, unless the Bank is satisfied that there are exceptional circumstances such as uniqueness of the required expertise, etc.
II.   PROCUREMENT UNDER COMPETITIVE GRANTS (CG)


For the efficient use of the following small grant-related procurement methods and wherever feasible the beneficiary of the grant  should take, if necessary in consultation with the PMU/PIU/PCU, the following steps:

a. In connection with the small grant project, Establish a Register of Potential Suppliers, Contractors and Consultants, if such a register does not already exist. A list of local suppliers, contractors and consultants should be  prepared.  Information about their experience, staff, references, financial situation should be collected either through personal contacts with them or through mail.  This information should be evaluated using a simple common benchmark (for example, years of experience, number and quality of its staff (engineers, accountants, surveyors, etc.), and references (i.e., the contact information of the firm’s recent clients), and the annual turnover, etc. The firms that meet the minimum requirements should be listed.

b. Create a Unit Price Reference Register.  Information on unit prices for goods, works and services required in the grant funded project area should be collected.  This information can be collected through direct contacts with local shopkeepers, contractors and consultants (mostly individual experts) as well as their clients.  This information should be placed on a register which may be a simple exercise book used when conducting purchases with small grant funds.  This is a task for the selected beneficiary which may also seek assistance from the project implementation agency.

The steps to be taken for procurement of goods, works or services, estimated up to US$5,000 equivalent per purchase, are detailed below.  For purchases estimated to cost US$5,000 or more per purchase, the applicable procurement methods described in Part III should be used.  Please note that in order to expedite procurement some of the steps listed below may be taken in parallel:

II. 1
“Shopping” or “Comparison of Prices” (for goods contracts estimated at less than US$10,000 equivalent each):

Steps to be followed 

· If possible, establish a small procurement decision committee; 

· determine the type and units of the required equipment and their delivery time;

· prepare list of suppliers (for this purpose use the register of suppliers, if available);

· obtain information about the availability of the required goods either by phone or in person (shop around) from the suppliers; 

· record information in an exercise book about the suppliers, prices, etc.;

· obtain brochures and lists of prices if available from the suppliers; if not obtain prices by phone or in person;

· consider the quality of goods, whether items are readily available, how much the final cost will be, etc.;

· compare the prices with the unit price reference database, if available (see para 1 above);

· negotiate the prices if higher than the unit price reference database, or in the absence of such a database, higher than market prices;

· prepare a brief evaluation report showing the names of the suppliers from whom the prices were obtained, and justifying the selection of a supplier based on the  quality and availability of goods and the price;

· submit the evaluation report, along with the brochures, etc., obtained, to the  committee or the official authorized to approve the recommendation for contract award;

· after approval, purchase goods from the selected shop/supplier;

· pay the suppliers;

· obtain written receipt from the supplier; and

· keep all documents, including list of suppliers, receipts, etc. on file.

II.2
Comparison of Prices (for works estimated at less than US$10,000 equivalent each)


Steps to be followed

· if possible, establish a small procurement decision committee;

· prepare documents customarily prepared for such works (such as simple specifications, bill of quantities, etc).

· determine required completion time.

· prepare list of contractors (for this purpose use the register of suppliers, if available).

· if possible, send the documents relating to the works, to several contractors in order to obtain a minimum of three written quotations;

· if it is not possible to obtain written quotations, invite at least three contractors from the list one by one, interview them, and obtain their prices;

· record all information in an exercise book;

· use the unit price reference database, if available, to check the prices;

· prepare a brief report showing the names of the contractors from whom the prices were obtained, including a comparison of the prices, completion time, etc, and justifying the selection of one of them;

· submit the report to the procurement committee or the official authorized to approve the recommendation for contract award;

· after approval of the report, sign a contract with the selected contractor;

· obtain written receipts for payments from the contractor;

· certify that works have been completed satisfactorily; and

· keep all documents, including list of contractors, receipts, etc. on file.

II.3
Selection of consultants (US$10,000 per contract)

Steps to be followed

· prepare a job description if an individual to be selected as a consultant, or terms of reference if a firm is to be selected;
· prepare a list of potential individuals or firms (if possible, of three).  Use the register of consultants, if available;
· select the best candidate (individual/firm);
· contact the selected candidate;
· negotiate the contract terms and conditions; and
· sign a simple contract.
II.4
Direct Contracting or Sole Sourcing.  In case of the procurement of proprietary items, such as licensed materials, required items available only from the manufacturer, extension of an existing works contract for additional works (estimated to cost not more than 20% of the original contract value), in case of emergencies (where there is no time to wait for comparing prices, etc.), this method can be used.  The justification of this method must be documented and kept on file.  This method can also be used when there is only one supplier, contractor or consultant in the grant-funded project area and in the neighboring areas, and when it has been determined that getting quotations from other localities will add no value and will result in higher cost because of transportation, etc.  In such cases, reasonableness of the price quoted by the single supplier must be certified and kept on file.
II.5
Financing “Operating Costs” represent expenditure incurred on account of project implementation for salaries, project related auditing services, communications, utilities, office supplies, and maintenance, fuel and vehicle operations and maintenance, travel, per diem, training workshops, including renting of training equipment, conference rooms, etc.  Operating costs are incurred in accordance with a periodic (normally annual) budget.  In case of grants, the operating expenditure budget should be elaborated during negotiations between the project implementation agency and the selected beneficiary.  The procurement methods discussed above may be used in relation to the operating costs if considered appropriate.  The beneficiary’s own purchasing practices (commercial practices), if it has any, may also be applied as long as the principle of efficiency is respected.  For example, while for the purchase of a low-cost railway ticket, no competitive procedure is expected to be applied, for the purchase of an expensive air ticket for travel for the purpose of the project, it is assumed that the beneficiary will inform itself of the airfares from different travel agencies, airlines, etc., and will decide upon the best airfare.

II.6
Eligibility for Grants.  All government  agencies, universities, research institutes, NGOs and private sector would be eligible to apply for grants.  The structure of the Competitive Grant Board and its procedures should be such that there is no conflict of interest between the board members and recipients of the grants.  In practical terms, this would mean that a board member may not participate in any decision in which an institution in which he/she has any affiliation, is an applicant or potential beneficiary.

	Box 1 – A Case Study on 

Procurement under a Small Grant 
A small team of three researchers at a Research Institute has submitted a research proposal budgeted at US$100,000 involving applied on-farm research on soil conservation practices. The team received a grant of US$80,000 equivalent to implement the study (the "beneficiary contribution" amounts to 20% of the total budget and is represented by research staff salaries).The study will take three years and involves in addition to the research itself, inviting a consultant and also an end-of-project national workshop. The Institute is located at a remote location; the nearest town is at a distance of 30 miles.


The agreed  budget comprises the following:

· Purchase of one 4WD vehicle estimated at US$18,000, and a tractor with trailer with several pieces of field equipment, estimated at US$14,000

· Purchase of laboratory equipment (five pieces of specialized equipment), estimated at 

 US$ 5,000.

· Non-salary research operating costs estimated at US$25,000 (power and water charges, telephone charges, casual labor, fuel, vehicle/tractor maintenance charges, laboratory supplies (chemical reagents, glassware etc.), field experimental supplies (small quantities of seeds and fertilizers, harvest bags, markers).

· Services of a consultant on minimum tillage practices, estimated at US$8,000 (comprising US$6,000 in fees and US$2,000 for travel/per diem).

· Travel and per diem for research staff estimated at US$5,000.

· Workshop expenses estimated at US$5,000 (rental of a facility, meals for participants, rental of bus for fieldtrip, fees for workshop facilitator).


The research team has requested guidance from the project implementation agency located in the capital (500 miles away),  on appropriate procurement practices.

After completing the process of selecting the beneficiary through competition, the project implementation agency invited the Research Institute to negotiate the grant agreement.  During these negotiations, among other items, both parties discussed the procurement arrangements for goods, works and services funded with the grant funds.  For this purpose, the beneficiary completed the self-assessment form (Attachment 1).  Both parties discussed the information in the form and given the fact that the beneficiary already had some experience in conducting procurement, decided that the assistance required from the project implementation agency will be minimum.  They agreed that the beneficiary will contact the agency whenever it needed such assistance. The beneficiary will be responsible for conducting the whole procurement process itself.  However, both the agency and the beneficiary discussed the procurement methods to be applied and, in light of the guidance given in Section  II of this Manual, agreed to the following procurement arrangements.  The project implementation agency also agreed to provide, through its procurement specialist, a one-day training to the beneficiary in conducting procurement according to the procurement methods included in the procurement plan.

· Purchase of one 4WD vehicle estimated at US$18,000, and a tractor with trailer with several pieces of field equipment, estimated at US$14,000

National Shopping (NS) will be used for the vehicles and for the tractor with trailer etc.  There will be two NS contracts.  The NS steps given in Section III will be followed and the documents (Invitation to Quote) referred to therein will be used.

· Purchase of laboratory equipment (five pieces of specialized equipment), estimated at 

      US$5,000

Both the parties agreed that these specialized pieces of equipment were not available in the country.  These will, therefore, be procured through International Shopping (IS), using the IS steps and Invitation to Quote in Section III.

· Non-salary research operating costs estimated at US$25,000 (power and water charges, telephone charges, casual labor, fuel, vehicle/tractor maintenance charges, laboratory supplies (chemical reagents, glassware etc.), field experimental supplies (small quantities of seeds and fertilizers, harvest bags, markers).

For the operating expenditures, the beneficiary will prepare an annual budget.  This budget will show the items of expenditure and the estimated amounts chargeable to the project during the year.   The items such as laboratory supplies, seeds, fertilizers, harvest bags, and markers will be purchased using the applicable procurement procedures in Section II of this Manual, i.e., for each purchase a simple shopping or price comparison procedure will be used.

· Services of a consultant on minimum tillage practices, estimated at US$8,000 (comprising US$6,000 in fees and US$2,000 for travel/per diem).

This consultant will be selected using the procedure discussed in Section II of this Manual, i.e., a job description will be prepared, if possible three curriculum vitae will be obtained, evaluated and the best candidate selected.  A simple contract will be negotiated and signed with the consultant.  The contract will include the fees, travel and per diem which will make up the lump sum amount of the contract.  

· Travel and per diem for research staff estimated at US$5,000.

These items will also be included in the annual budget for operating expenditures.  For travel best transportation fares will be used by obtaining and comparing fares if available from different sources.  For per diem the prevailing rates, i.e., rates paid by other similar agencies, will be used and paid as these occur.

Workshop expenses estimated at US$5,000 (rental of a facility, meals for participants, rental of bus for fieldtrip, fees for workshop facilitator).

For the workshop expenses also a budget will be prepared which will show the expenditure on rental of a facility, meals for participants, transportation, facilitator, etc.  For preparing this budget, the beneficiary will obtain prices from different sources of these supplies, compare them and select the best price for each item and include it in the budget.  Payments for these services will be made as these are received.

Based on the above, the implementation agency and the beneficiary prepared a procurement plan using the form at Attachment 2 of this Manual. 

Ex-Post Reviews.

In order to expedite the implementation of grant-funded project activities, normally no prior review of the beneficiary’s procurement actions is conducted.  However, the PMU/PIU/PCU has the right to conduct such reviews of the beneficiary’s procurement actions on a sample basis.  The main purpose of such reviews is to ensure that the grant funds are being used for the purpose intended and with economy and efficiency as well as to find a timely solution for any procurement actions of a beneficiary that may not be consistent with the principles of the efficient use of the available resources.




III. VERY SMALL-VALUE PROCUREMENT UNDER WORLD BANK LOANS AND CREDITS

The procurement methods listed below are used in the projects financed by the by IBRD or IDA The thresholds for their use are given in the procurement schedule of loan/credit agreements.  The procurement officer must check the procurement schedule to determine, based on the thresholds to be obtained from the loan/credit agreement, the applicable procurement method.  Beneficiaries of competitive grants will apply one or more of these procurement methods for contracts estimated to cost US$10,000 or more.  This figure may vary from grant to grant. 
III.1
National Shopping (NS).  This method is used for off-the-shelf items of goods or standard specification commodities available from several sources of supply within the country.


Steps to be followed

· Prepare technical specifications;

· Prepare list of suppliers broad enough to generate good competition but to yield at least three quotations, as required.  Such a list may be prepared based on the past experience, consultation with chambers of commerce, Internet, or direct market research;

· Prepare Invitation to Quote (ITQ) using sample in Attachment 4;

· Send the ITQ to the suppliers; 

· Make sure that the requirement of obtaining a minimum of three quotations has been fulfilled;

· Receive quotations by a deadline, open them and evaluate them;

· Prepare an evaluation report using Attachment 5 and make recommendation for award of contract;

· Submit evaluation report to the official authorized to approve the contract award recommendation;

· Finalize the draft Purchase Order (included in the ITQ) and, along with the Conditions of Supply, send to the selected supplier;

· Keep the process confidential until the contract has been awarded;`

· Receive and inspect goods and make payments as per the purchase order; and

· Keep all documents on file.

III.2
International Shopping (IS).  This method is used for readily available off-the-shelf goods or standard specification commodities based on comparison of prices obtained from a minimum of three suppliers in two different countries.


Steps to be followed

· Prepare technical specifications;

· Prepare list of suppliers broad enough to generate good competition but to yield at least three quotations, as required, from at least two different countries;

· Prepare Invitation to Quote (ITQ) using sample at Attachment 6;

· Send the ITQ to the suppliers on the list;

· Make sure that the requirement of obtaining a minimum of three quotations has been fulfilled;

· Receive quotations by a deadline, open them and evaluate them;

· Prepare an evaluation report using Attachment 7 and make recommendation for award of contract;

· Submit evaluation report to the official authorized to approve the contract award recommendation;

· Keep the process confidential until contract has been awarded;

· Submit evaluation report to the official authorized to approve the contract award recommendation;

· Finalize the draft Purchase Order at Attachment 5, including Terms and Conditions of Supply and send to the selected supplier;

· Receive and inspect goods and make payments as per the purchase order; and

· Keep all documents on file. 

III.3
Minor Works (MW)
Steps to be followed

· Prepare technical specifications, drawings, etc.;

· Prepare list of qualified contractors;

· Prepare Invitation to Quote (ITQ) using sample at Attachment 8;

· Send the ITQ to the contractors on the list;

· Make sure that the requirement of obtaining a minimum of three quotations has been fulfilled;

· Receive quotations by a deadline, open them  and evaluate them;

· Prepare an evaluation report using Attachment 9 and make recommendation for award of contract;

· Submit evaluation report to the official authorized to approve the contract award recommendation;

· Prepare the contract at Attachment 8 and have it signed by the contractor;

· Keep the process confidential until contract has been awarded;

· Help the contractor start up works;

· Obtain invoices, receipts for payments, etc.; and

· Keep all documents on file. 

III.4 
Selection of a Firm Based on Consultant’s Qualification (CQ). 

Steps to be followed
· Prepare terms of reference;

· Request expressions of interest and qualification information on the consultants’ experience and competence relevant to the assignment, preferably through advertisement;

· Establish a shortlist;

· Select the firm with the best qualifications and references;

· Prepare Request for Proposal using sample at Attachment 10;

· Send the Request for Proposal to the selected firm to submit technical and financial proposals for the assignment, in accordance with the terms of reference;

· Review the proposals and prepare for negotiations;

· Negotiate the contract (See Attachment 12 for Standard Forms of Contract) with the firm and prepare minutes of negotiation as per  the attachment;

· Sign the contract;

· Keep the process confidential until contract signature; and

· Keep all documents on file.

III.5
Selection of Individual Experts.

Steps to be followed

· Prepare terms of reference;

· Seek expression of interest from individual consultants preferably through advertisement;

· Evaluate the expressions of interest and prepare a shortlist of a minimum of three consultants based on their qualification and experience;

· Send the terms of reference to the short listed individual consultants, along with the request for CVs at Attachment 11;

· Establish a small evaluation committee comprising two or three members;

· Receive the CVs and evaluate them;

· Prepare evaluation report using the form in Attachment 12;

· If subject to Bank’s prior review, submit the evaluation report to the Bank;

· After Bank’s agreement, negotiate contract (See Attachment 12 for Standard Forms of Contract) with the selected consultant via email or on the phone;

· Sign the contract; and

· Keep the process confidential until contract is awarded.

III.6
Direct Contracting for Goods.  The direct contracting procedure can be used in the following cases: (a) an existing contract for goods or works awarded in accordance with procedures acceptable to the Bank may be extended for additional goods or works of a similar nature.  The Bank shall be satisfied in such cases that no advantage could be obtained by further competition and that the prices on the extended contract are reasonable; and (b)  the required equipment is proprietary and obtainable only from one source.  

Steps to be followed
· Prepare estimated cost of the goods or works to be procured directly from a single course;

· Prepare justification for direct contracting;

· Submit the estimated cost and the justification for direct contracting to the Bank;

· If Bank accepts justification, proceed with the purchase by preparing technical specifications and contract conditions;

· Send contract conditions to the supplier;

· Make sure that the prices being charged are at least the same as the supplier charges to its other customers; and

· Sign the contract.

III.7
Hiring of Government Agencies, Universities and Research Institutes.  In their own country of origin, government agencies are eligible to participate in Bank-financed consulting assignments only if they can establish that they: (a) are legally and financially autonomous, and (b) operate under commercial law.  In case of small grants, this requirement applies only when the private sector is involved in competition.  Also, in case of small grants, the project implementation agency should be consulted concerning the hiring of government agencies.
The same principles apply to universities and research institutes in the Borrower’s country.  Government-owned universities or research institutes that do not meet criteria (a) and (b) above, may be hired either directly or as sub-consultants only when the services required are of a uniqu4e and exceptional nature and no suitable alternatives are available.  Their engagement should be agreed upon between the Borrower and the Bank during project preparation and indicated in the project appraisal document and in the loan/grant agreement, and a full justification given.  Need may arise to hire consultants from such institutions during the implementation of a project in which case the Bank should be approached.

III.8
Hiring of Government Officials.  Government officials and civil servants cannot be hired under consulting contracts financed under Bank loans, credits, trust funds and grants, since the principle of transparency would be compromised and the opportunity for abuse heightened.  This applies regardless of their being on leave, with or without pay, or on secondment.


University professors or scientists from research institutes can be contracted individually under Bank financing provided that they have full time employment contracts with their institution, and have regularly exercised their function for a year or more before they are contracted under Bank funding.

IV.  ATTACHMENTS

Attachement 1

Assessment of Beneficiary’s

Capacity to Conduct

Procurement

1. Name of Beneficiary:

2. Legal Status:

3. Nature of Business Activity:

4. Description of Organization:

5. Number of Employees with brief description of their responsibilities:

6. Brief description of beneficiary’s experience with purchase goods, works, 

and, services

7. Nature and value of purchases during the last fiscal year

8. Who is responsible for procurement and for contract signature?

9. Who provides technical and legal expertise for purchases?

10. A description of sources of supply:

11. Description of purchasing procedures and documents.

12. How are recurrent items, such as office supplies, spare parts, gas for cars, etc., purchased?

13. Does the Beneficiary have written procurement rules.

14. What kind of contract forms are used?

(For PMU/PIU/PCU to determine the extent of help in procurement. The capacity of the PMU/PCU/PIU will be strengthened for this purpose).

Attachment 2

Form of Procurement Plan

	Description of Contract Packages
	Estimated Cost
	Procurement Method
	Contract Signature
	Start
	Finish
	Remarks

	
	Currency
	US$

	
	
	
	
	

	Goods

Works

Services

Total




Attachment 3
SAMPLE DOCUMENTS FOR  CONTRACT APROVAL/SIGNATURE AND CONTRACT PAYMENTS

Authority to approve and sign contracts
The -------------------- [name of the committee/person and title]  shall have authority to approve contract awards for procurement of goods, works or services whose value does not exceed the following contract sums per single transaction without reference to the approving authority whose signature appears at the bottom of this authority document.

Works Contracts--------------

Goods contracts---------------

Services contracts-------------

All contract awards above the figures specified above  will be approved by ……. [Name of the person].








__________________________








Signature of approving authority

PROCUREMENT ORDER (PO)

Name and address of beneficiary:………………………………………….…………………………..

From:
(issuing official of beneficiary)…………………………………………………………………

Date:
………………………….

To:
Messrs. (name and address of  supplier, contractor or consultant) …………………………………………………… …………………………

	ITEM

NO.
	DESCRIPTION OF GOODS, WORKS OR SERVICES
	UNIT
	QUANTITY
	UNIT 

PRICE
	TOTAL COST

	
	
	
	
	
	

	
	
	
	
	
	

	                                                                                                                 TOTAL
	

	CONDITIONS:
1.  Delivery shall be completed by date ……………. After which order shall be cancelled.

2.  Invoices should be accompanied with duplicate copies of related PO.

	Approved by (name) ………………………..                                    Authorized by (name):…………………………

Signature…………………………………….                                    Signature …………………………….………..

Date:…………………………………………                                    Date……………………………………………


NOTE FOR GOODS RECEIVED, WORKS OR SERVICES COMPLETED

Name and address of beneficiary:………………………………………….…………………………..

Receiving/Certifying official of beneficiary…………………………………………………………………

Date:
………………………….

Name of Supplier/Contractor/Consultant …………………………………………………………………………………………………

	DATE OF

SUPPLY/

WORKS
	DESCRIPTION OF GOODS/WORKS/SERVICES
	UNITS OF GOODS/WORKS OR INPUTS FOR CONSULTANTS


	UNIT PRICE
	VALUE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL


GOODS HAVE BEEN CERTIFIED AS CORRECT RECEIPTS.

	Name of receiving Official…………………  Signature……………………. Date………………..

Certified by……………………………….    Signature…………………….  Date………………..


PAYMENT VOUCHER

CASH/CHEQUE

Name and address of Organization:………………………………………….…………………………..

From:
(issuing official of Organization)…………………………………………………………………

Date:
………………………….

Please issue cash/check in favor of:

Amount in figures:_______________________

Amount in words_____________________________________________________________

Cheque No.____________________________________

Petty Cash Voucher No.__________________________

Date:
_________________________________________

Particulars of payment [e.g. PO, contract, invoice]

	Voucher prepared by:
____________________ Signature_____________   Date______________

Authorized by:__________________________ Signature:_____________ Date ______________

Name of Receipient_______________________________________________________________

Signature of Recipient _____________________Date ______________________


QUARTERLY EXPENDITURE REPORT AND REQUEST FOR ADDITIONAL ADVANCE

(To be completed and submitted promptly to the project implementation agency at the end of every three month period of the project)

1.  Project Title …………….. Project Number ………………

2.  Name of Beneficiary ………………

A.  Expenditure Report for the previous three months (original copy of receipts and payment vouchers must be attached to support the expenditures).

	S/NO
	ITEM
	MONTH(INDICATE AS month: 1,2,3,4,5,6, etc.

	1.
	Wages for temporary labor including meal allowances
	
	
	
	

	2.
	Travel (perdiems, fuel,- mileage etc.
	
	
	
	

	3.
	Equipment
	
	
	
	

	4. 
	Expendable supplies
	
	
	
	

	5. 
	Other costs
	
	
	
	

	6.
	Total direct costs
	
	
	
	

	7.
	Indirect cost (overheads)
	
	
	
	

	8.
	Grand Total TShs.
	
	
	
	


B. 
Advance received for the preceding months
    ………………

C.
Request for additional advance to cover the following three month expenses.
     Estimated expenditure for the next three months (indicate as: 

Month:  ………………………….  Amount

Month   ………………………….  Amount

Month   ………………………….    Amount

Month   ………………………….    Amount

Total for three months:   …………

Adjustment made in view of actual expenditure for the preceding three months.     …………

Total additional advance

Requested

Designation/Title ………………………..

Beneficiary’s Certificate

The ………………….. certifies the correctness of the

quarterly expenditure reported above.

Signed by: ………………………..

Title …………………….

Date …………………….

FORMAT FOR QUARTERLY PROGRESS REPORTS:

1. TITLE

2. SUMMARY

3. OBJECTIVES

4. EXPECTED OUTPUTS AND OUTCOMES

5. METHODS AND ACTIVITIES CARRIED OUT

6. RESULTS (IN RELATION TO OBJECTIVES)

7. PROBLEMS AND POSSIBLE SOLUTIONS

8. PLAN OF ACTIVITIES FOR THE NEXT QUARTER

9. QUARTERLY EXPENDITURE REPORT WITH ORIGINAL SUPPORTING DOCUMENTS, AND REQUEST FOR ADDITIONAL FUNDS FOR THE NEXT QUARTER

………………………………………………………………………………………………………

NB:  Quarterly progress reports should be submitted to the project implementation agency.

FORMAT FOR PROJECT COMPLETION/FINAL REPORT

1. TITLE

2. PROJECT PERIOD

3. ABSTRACT

4. BACKGROUND

5. OBJECTIVES

6. EXPECTED OUTPUTS AND OUTCOMES

7. MATERIALS, METHODS AND ACTIVITIES CARRIED OUT

8. PROBLEMS AND POSSIBLE SOLUTIONS

9. RESULTS (IN RELATION TO OBJECTIVES)

10. DISCUSSIONS AND TECHNICAL ACHIEVEMENTS/CONCLUSIONS

11. POLICY RELATED CONCLUSIONS

12. RECOMMENDED NEW TECHNOLOGIES AND RESEARCH/DEVELOPMENT PRIORITES

13. SUGGESTIONS FOR FUTURE PROJECTS

14. SUGGESTED METHODS AND INDICATORS FOR IMPACT ASSESSMENT

15. ACKNOWLEDGEMENTS

16. LITERATUR CITED/REFERENCES

Attachment 4

National Shopping - Invitation to Quote (ITQ)


Date:
To:

_________________________________

_________________________________

1.
You are invited to submit your price quotation(s) for the supply of the following items:


(i)___________________________________________


(ii)___________________________________________


(iii)___________________________________________


(iv)___________________________________________

2.
You must quote for all the items under this Invitation.  Price quotations will be evaluated for all the items together and contract awarded to the firm offering the lowest evaluated total cost of all the items. 

3.
Your quotation(s)  in the required format should be addressed and submitted to:


_________________________________________________________


__________________________________________________________


Telephone :__________________


FAX:          __________________

4.
Your quotation should be accompanied by adequate technical documentation and catalogue(s) and other printed material or pertinent information for each item quoted, including names and addresses of firms providing service facilities in the country.

5.
The deadline for receipt of your quotation (s) by the Purchaser at the addressed indicated in Paragraph 5 is:
________________

6.
Quotations by Telefax are acceptable

7.
You quotation(s) should be submitted as per the following instructions and in accordance with the Terms and Conditions of supply in the draft Purchase Order at Annex 1.  Please sign the Terms and Conditions of the Supply which will become part of the Purchase Order that the Purchaser will issue to the selected supplier.

(i) 
PRICES:  The prices should be quoted in the local currency for delivery ex-factory according to INCOTERMS, 1990, including the cost of delivering to the place of destination, which is as follows:

__________________________

(ii)
EVALUATION AND AWARD OF PURCHASE ORDER:  Offers determined to be substantially responsive to the technical specifications will be evaluated by comparison of their prices by converting their Ex-Works price, including the cost of delivery to the place of destination.  The award will be made to the firm offering the lowest 
evaluated price and that meets the required standards of technical and financial capabilities. Taxes (VAT) and any other local duties should be quoted separately.

(iii) 
VALIDITY OF THE OFFER: Your quotation(s) should be valid for a period of 30 days from the date for receipt of quotation(s) indicated in Paragraph 6 above.

8.
Further information can be obtained from:


________________________________


Telephone:_____________________


Fax:           _____________________


Telex          _____________________







Sincerely,

NATIONAL SHOPPING

Draft Purchase Order


Purchase Order No.____________________________________________


Date of Purchase Order_________________________________________


Name of the Purchaser__________________________________________


Complete Postal Address of Purchaser____________________________





___________________________________________


Telephone No.
___________________________________________


Fax No.

___________________________________________


Subject: 
SUPPLY OF ______________________________________






______________________________________

____________________________________________________________________________

TO:  {Please insert Supplier’s name and address}


______________________________________


______________________________________


______________________________________

Dear Sirs:


Your price quotation No. _____________________________________Dated_______________for the supply of the above goods is accepted by the Purchaser for an amount of ____________________as per the attached Technical Specifications and Terms and Conditions. 

Please acknowledge receipt within 5(five) days from the date of receipt of this Purchase Order.











Sincerely,











Purchaser

Terms and Conditions of Supply

Project Name:___________________________Purchaser:_______________________________

Consignee:
______________________Package No______________________________

1.
Prices and Schedules for Supply


S.No.
Item No.
Quantity
Unit Price
Total Price           Delivery Time


VAT(%)


Total


{Note: In case of discrepancy  between unit price and Total derived  from  unit price, unit price shall prevail}


Spare Parts 




}


Tools and Accessories 


}

 Manuals




}Specify, if applicable.

 Maintenance Requirements

}

2.
Fixed Price  The prices indicated above are firm and fixed and not subject to any adjustment during contract performance.

3.
Delivery Schedule: The delivery should be completed as per above schedule below.

4.
Payment for your invoice will be made 100% against delivery of goods.
5.
Warranty: Goods offered should be covered by manufacturer’s warranty for at  least 12 months from the date of delivery to the Purchaser.  Please specify warranty period and terms in detail.

6.
Packaging and Marking Instructions:  {Purchaser to specify}
7.
Required Technical Specifications  

(i) 
General Description


(ii)
Specific details and technical standards


(iii)
Performance Parameters


Supplier confirms compliance with above specifications {In case of deviations supplier to list all such deviations}


8.
Failure to Perform: The Purchaser may cancel the Purchase Order if the Supplier fails to deliver the Goods, in accordance with the above terms and conditions, in spite of a 21 day notice given by the Purchaser, without incurring any liability to the Supplier. 

            NAME OF SUPPLIER_______________________________________



Authorized Signature________________________________________

Place:


Date:


Attachment 5

Evaluation Report

National Shopping (Goods)

1.
Project Name


__________________________________________

2.
Implementing Agency

__________________________________________

3.
Details of goods

__________________________________________


procured


__________________________________________

4.
Estimated Cost

_____________Equivalent US$_________________

5.
Number of suppliers invited   ____________  How many responded?___________
6.

Name of Suppliers 

Date Quotation


   Price






       
    Received 
 
          

  Quoted

7.
Ranking of Responsive


Quotations by Price






Bidder
 

Price

8.
Non-Responsive Quotations






Bidder


Reason(s)

9.
Name of the lowest evaluated   Supplier_______________________________________

10.
 Total price of the Contract
_______________US $______________Equivalent


award





11.
Date of Contract award
_______________


12.
Any issues (to be) discussed at finalization of contract.  Give details

13. 
Complaints from Other Suppliers, if any, provide details

Date:




___________________________






Signature of Procurement Official


Attachment 6

International Shopping – Invitation to Quote (ITQ)

Reference No.


Date:
To:

_________________________________

_________________________________

1.
You are invited to submit your price quotation(s) for the supply of the following items:


(i)___________________________________________


(ii)___________________________________________


(iii)___________________________________________


(iv)___________________________________________

2.
Information on technical specifications and required quantities are attached.

3.
You must quote for all the items under this Invitation.  Price quotations will be evaluated for all the items together and contract awarded to the firm offering the lowest evaluated total cost of all the items. 

4.
Your quotation(s)  in the required format should be addressed and submitted to:


_________________________________________________________


__________________________________________________________


Telephone :__________________


FAX:          __________________

5.
Your quotation in duplicate and in English language, should be accompanied by adequate technical documentation and catalogue(s) and other printed material or pertinent information (in English language) for each item quoted, including names and addresses of firms providing service facilities in____________.

{The purchaser to specify the name of the Borrower country}

6.
The deadline for receipt of your quotation (s) by the Purchaser at the addressed indicated in Paragraph 5 is:
________________

7.
Quotations by Telex or Telefax are acceptable

8.
You quotation(s) should be submitted as per the following instructions and in accordance with the Terms and Conditions of supply in the attached draft Purchase Order.  Please sign the Terms and Conditions of Supply that will be attached to the Purchaser Order to be issued to the selected supplier.

(i) PRICES:  The prices should be quoted for delivery CIF_______(port) or CIP_________(place) {Purchaser should select one of the two} for imported goods and ex-factory for domestically supplied goods, according to INCOTERMS, 1990. Prices can be quoted in any Bank member country currency, including Euro, but no more than three currencies. 

(ii)EVALUATION AND AWARD OF PURCHASE ORDER:  Offers determined to be substantially responsive to the technical specifications will be evaluated by comparison of their prices by converting their CIF(CIP)/Ex-Works price to 
the ______________(national currency of the Purchaser) based on the selling exchange rate published by the Central Bank of ________ (Purchaser’s country) on the date specified in Paragraph 7 for submission of quotations.  The award will be made to the firm offering the lowest 
evaluated price and that meets the required standards of technical and financial capabilities. 

(iii) VALIDITY OF THE OFFER: Your quotation(s) should be valid for a period of 45 days from the date for receipt of quotation(s) indicated in Paragraph 7 of this Invitation  to Quote.

9.
Further information can be obtained from:


________________________________


________________________________


Telephone:_____________________


Fax:           _____________________


Telex          _____________________

10.
Please Confirm by Fax/Telex/Telefax the receipt of this invitation and whether or not you will submit the price quotation(s).











Sincerely,






INTERNATIONAL SHOPPING







Draft Purchase Order


Purchase Order No.____________________________________________


Date of Purchase Order_________________________________________


Name of the Purchaser__________________________________________


Complete Postal Address of Purchaser____________________________





___________________________________________


Telephone No.
___________________________________________


Fax No.

___________________________________________


Subject: 
SUPPLY OF ______________________________________






______________________________________

__________________________________________________________________________________________

TO:  {Please insert Supplier’s name and address}


______________________________________


______________________________________


______________________________________

Dear Sirs:


Your price quotation No. _____________________________________Dated_______________for the supply of the above goods is accepted by the Purchaser for an amount of ____________________as per the Terms and Conditions described in Attachment 2 to this Purchase Order. 


Please acknowledge receipt within 10 (ten) days from the date of receipt of this Purchase Order.











Sincerely,











Purchaser

Terms and Conditions of Supply

Project Name:_______________________Purchaser:_______________________________

Consignee:
_______________________Package No._______________________________

1.
Prices and Schedules for Supply


S.No.
Item No.

Quantity
Unit Price
Total Price    Delivery Time


1.


2.


{Note: In case of discrepancy  between unit price and Total derived  from  unit price, unit price shall prevail}


Spare Parts 




}


Tools and Accessories 


}

 Manuals




}Specify, if applicable.

 Maintenance Requirements

}

2.
Fixed Price  The prices indicated above are firm and fixed and not subject to any adjustment during contract performance.

3.
Country of Origin: The goods offered should have their origin in World Bank member countries, and you will be required to furnish a certificate or origin for each item.

4.
Delivery Schedule: The delivery should be completed as per above schedule but not exceeding______months from the date of L/C confirmation.

5.
Payment for your invoice will be made 100% against delivery of shipping documents,  through an irrevocable and Confirmed Letter of Credit, opened by __________________(name of the Bank in Purchaser’s country) in favor of the _______________________(Supplier’s Bank).

6.
Warranty: Goods offered should be covered by manufacturer’s warranty for at  least 12 months from the date of delivery to the Purchaser.  Please specify warranty period and terms in detail.

7.
Packaging and Marking Instructions:  {Purchaser to specify}
8.
Required Technical Specifications

(i) 
General Description


(ii)
Specific details and technical standards


(iii)
Performance Parameters


Supplier confirms compliance with above specifications {In case of deviations supplier to list all such deviations}


9.
Failure to Perform: The Purchaser may cancel the Purchase Order if the Supplier fails to deliver the Goods, in accordance with the above terms and conditions, in spite of a 21 day notice given by the Purchaser, without incurring any liability to the Supplier. 


NAME OF SUPPLIER________________________________________________



Authorized Signature________________________________________


Place:


Date:

Attachment 7

International Shopping  - Evaluation Form

1.
Project Name


__________________________________________

2.
Implementing Agency

__________________________________________

3.
Details of goods

__________________________________________


procured


__________________________________________

4.
Estimated Cost

_____________Equivalent US$_________________

5.
Number of suppliers invited   ____________  How many responded?___________
6.

Name of Suppliers 
Nationality     Date Quotation Received 
Quoted Price

7.
Ranking of Responsive


Quotations by Price






Supplier
 

Price

8.
Non-Responsive Quotations






Supplier


Reason(s)

9.
Name and nationality of the_____________________________________________
the lowest evaluated Supplier

10.
 Total price of the Contract
_______________US $______________Equivalent


award





11.
Date of Contract award
_______________


12.
Any issues (to be) discussed at finalization of contract.  Give details

13. 
Complaints from Other Suppliers, if any, provide details

Date:




___________________________






Signature of Procurement Official


                         
Attachment 8

PROCUREMENT OF MINOR WORKS - INVITATION TO QUOTE

CONTRACT FOR MINOR WORKS
Contract Number:_____________________________________

Loan Number:     _____________________________________

Date of Issue of Invitation:_______________

To:

__________________________________

__________________________________

__________________________________

Gentlemen: 

1.
The Government of __________________________________(Borrower) has received a Loan/Credit from the World Bank/International Development Association (IDA) towards the cost of the _______________________________________(Name of the Project) and intends to apply part of the funds to make eligible payments under the Contract for which this invitation is being issued.

2.
The ___________________________________________(Employer) hereby invites you to submit a quotation for the following items of work :

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

3.
To assist you in the preparation of your price quotation we enclose the necessary drawings, specifications and bill of quantities, and a sample form for submitting the quotation.  Your quotation in the attached format should be sealed in an envelope and addressed to and delivered at the following address:

_________________________________(Name of Receiving Office)

Attention:_________________________(Name of Authorized Person)

_________________________________(Address)
Telephone:__________








 Fax:          __________

4.
Your quotation shall be valid for a period of thirty (30) days from ____________

(time and date of submission of the quotation).

5.
A Contractor who withdraws his quotation during the validity period and/or refuses to accept the award of a contract when and if awarded will be excluded from the list of contractors for the project for two years.

6.
Attached for your information and guidance are the Instructions to Bidders and the Terms and Conditions of the Contract.

7.
Your Quotation should be submitted by ______________(date and time).  The Quotations shall be opened in public in the presence of contractors’ representatives who choose to attend, on_______________(same date as for bid submission) at______hrs (soon after the deadline for bid submission) at the following address:___________________________________________(Street address, Room No., Phone number, etc.)








Sincerely,








______________








(Name of Official)








__________________








(Position/Designation)








___________________








 (Name of Office)








__________________







            (Address)


Section 1 -  INSTRUCTIONS FOR PREPARING QUOTATIONS

1.
Scope of Work: The ____________________(Name of the Agency), as the Employer, invites quotations for the construction of works as described in the Conditions of Contract (CC).  The successful contractor will be  expected to complete the works by the Required Completion Date specified in the CC.

2.
Eligibility to Quote: In addition to private and commercially operating contractors, majority publicly-owned enterprises from the Employer’s country may be eligible to participate only if they are also:


(a) commercially-oriented legal entities distinct and independent from the Employer, and are not a part of any Government department; 


(b) financially autonomous, as demonstrated by requirements in their statutes or by-laws to provide separate audited accounts and return on capital, powers to raise loans and obtain revenues through the sale of goods or services; and 


(c) should not be a dependent agency of the Government.

Each bidder shall submit only one Quotation, either individually, or as a partner in a joint venture. All Quotations submitted in violation of this rule shall be rejected.  Partners in a joint venture shall be jointly and severally liable for the execution of the Contract.

3.
Qualification of the Bidder:  To qualify for award of the Contract, a bidder shall meet the following minimum qualifying criteria:


(a) Experience as a prime contractor in the construction of at least one work

of the nature and complexity equivalent to the works included in this Invitation,  over the last three years;


(b) Evidence of financial resources to successfully complete the works i.e. letter from a bank, credit institutions,  or other financial intermediary, supporting the availability of financial resources.

4.
Site Visit: The Contractor, at his own responsibility, cost, and risk, is encouraged to visit and examine the Site of the Works and its surroundings and obtain all information that may be necessary for preparing the quotation and entering into a contract for the construction of the Works.  

4. Contents of Proposal Documents: The set of proposal documents comprises the documents listed below:




Invitation to Quote


Section 1
Instructions for Preparing Quotations


Section 2
Conditions of Contract


Section 3
Drawings


Section 4
Specifications


Section 5
Bill of Quantities/Priced Activity Schedule 

{Delete one that is not applicable}


Section 6
Form of Quotation 


Section 7
Form of Contract Agreement

6.
Documents Comprising the Proposal: The Proposal submitted by the Contractor shall comprise the following documents:


(i)
Form of Quotation (as per sample attached)

(ii)
Bill of Quantities/Priced Activity Schedule {Delete one that is not    applicable}


(iii)
Qualification and Experience Information

7.
Price Quotation: The Contract shall be for the whole works as described in Clause 2 of the Invitation and shall be based on the unit and total price indicated in the Bill of Quantities for fixed unit rate contract or the Priced Activity Schedule for a lump sum fixed priced contract.  Prices shall be quoted entirely in the currency of the Employer’s Country.  The Contractor shall fill in the rates and prices for all items of the Works described in the Drawings and Specifications listed in the Bill of Quantities or the Price Activity Schedule.  Items for which no rate or price is entered by the Contractor will not be paid for by the Employer when executed and shall be deemed covered by the other rates and prices in the Bill of Quantities or Price Activity Schedule.  All duties, taxes and other levies payable by the Contractor under the Contract, or any other cause, as of the date fifteen (15) calendar days prior to the deadline for the submission of Quotations, shall be included in the rates, prices, and total price Quotation submitted by the Contractor. The rates and prices quoted by the Contractor shall be fixed for the duration of the Contract and shall not be subject to any adjustment on any account.

8.
Validity of Quotations.  The price quotation shall remain valid for the period of thirty (30) calendar days counted from the date of submission of the Quotation specified in Clause 11 below.  The Employer may request the Contractors to extend the period of validity for a specified additional period.  The Employer’s request and the Contractors” responses shall be made in writing or by fax or by cable.   A Contractor may refuse the request for extension of bid validity in which case he may withdraw his Quotation without any penalty.  A Contractor agreeing to the request will not be required or permitted to otherwise modify its Quotation.

9.
Language of the Quotation: All documents relating to the Quotation and contract shall be in the ________________language (National Language of the Employer’s Country).

10.
Preparation and Sealing of Quotations: The Contractor shall prepare one original of the documents comprising the Price Quotation as described in Clause  6 above, with the Form of Bid, and clearly marked “Original”.  In addition, the Contractor shall also submit one copy  which shall be clearly marked as “COPY”.  In the event of discrepancy between them the original shall prevail. The original and the copy of the Price Quotation shall be signed by a person or persons duly authorized to sign on behalf of the Contractor. All the pages of the Bid (Price Quotation) where entries or amendments or corrections have been made shall be initialed by the person or persons signing the Price Quotation.  The Contractor shall seal the original and the copy of the Price Quotation in two inner envelopes and one outer envelope, duly marking the inner envelopes as “ORIGINAL” and “COPY’. The inner and the outer envelopes shall be addressed to the Employer at the address provided above and shall provide a warning not to open before the specified time and date for Price Quotations opening as defined in Clause 7 of Invitation to Quote. The inner envelopes shall indicate the name and full address of the Contractor.  If the outer envelope is not sealed and marked as above, the Employer will assume no responsibility for the misplacement or premature opening of the Price Quotation. 

11.
Place and Deadline for Submission of Price Quotations: The Price Quotations shall be delivered to the Employer NO LATER than _______________(time, date) at the address given in Paragraph 3 of the Invitation to Quote.  Any Bid (Price Quotation) received by the Employer after the deadline prescribed in this clause will be returned unopened to the Bidder.


12.
Modification and Withdrawal of Quotations: No Quotation shall be modified after the deadline for submission of Quotations specified above in Clause 11.   Withdrawal of a Quotation between the deadline for submission of Quotations and the expiration of the validity of the Quotation as specified in Clause 8 above will result in the Contractor being excluded from the list of contractors for a period of two years.

13.
Opening of Quotations: The Employer will open the Bids (Price Quotations), including modifications, in the presence of the bidders’ representatives who choose to attend, at the time, date,  and in the place specified in Paragraph 7 of the Invitation To Quote. The bidders’ names, the Bid  (Quotation) prices, the total amount of each Bid (Quotation), any discounts, and bid modifications and withdrawals will be announced by the Employer at the Quotation opening.

14.
Process to be Confidential: Information relating to the examination, clarification, evaluation and comparison of quotations and recommendation for the contract award shall not be disclosed until the award to the successful Contractor has been announced.

15.
Evaluation and Comparison of Quotations: The Employer will award the Contract to the Contractor whose Quotation has been determined to be substantially responsive to the proposal documents and who has offered the lowest evaluated price quotation.  In evaluating the quotations, the Employer will determine for each proposal the evaluated price quotation by adjusting the price quotation by making any correction for any arithmetic errors as follows:


(a) where there is a discrepancy between amounts in figures and in words, the amount in words will govern;


(b) where is a discrepancy between the unit rate and the line item total resulting from multiplying the unit rate by the quantity, the unit rate as quoted will govern;


(c) if a Contractor refuses to accept the correction, his Quotation will be rejected.

16.
Employer’s Right to Accept Any Quotation and to Reject any or all Quotations: The Employer reserves the right to accept or reject any quotation, and to cancel the process of competition and reject all quotations, at any time prior to the award of the Contract, without thereby incurring any liability to the affected Contractor(s) or any obligation to inform the affected Contractor(s) of the grounds for the Employer’s decision.

17.
Notification of Award and Signing of Contract: The Contractor whose Quotation has been accepted will be notified of the award by the Employer prior to the expiration of the validity period of the Quotation, by registered letter.  This letter will state the sum (hereinafter and in the Contract called the “Initial Contract Price”) that the Employer will pay the Contractor in consideration of the execution, completion, and maintenance of the Works by the Contractor as prescribed by the Contract.  The written notification of award will constitute the formation of the Contract.

18.
Advance Payment: If the Contractor so requests, the Employer will consider providing an Advance Payment as stipulated in Clause 16 of the Conditions of Contract. 

Section 2 - CONDITIONS OF CONTRACT (CC)

1.
Definitions: Boldface type is used to identify the defined terms


(a) Bill of Quantities specifies Employer’s estimate of quantity for each item of work


(b) Activity Schedule means the priced and completed schedule forming part of the Bid.


(c) The Completion Date  Is the date of completion of the Works as certified by the Employer.


(d) The Contract is the Contract between the Employer and the Contractor to execute, complete, and maintain the Works as specified in the specifications or in other sections of the Contract.  The name and identification number of the Contract is given in the Invitation to Quote.


(e) The Contractor is a person or corporate body whose Bid to carry out the Works has been accepted by the Employer.


(f) The Contractor’s Price Quotation is the completed document (Invitation to Quote together with attachments) submitted by the Contractor to the Employer.


(g) The Contract Price is the price stated in the Letter of Acceptance and thereafter as adjusted in accordance with the provisions of the Contract.


(h) Days are calendar days; months are calendar months.


(i) A Defect is any part of the Works not completed in accordance with the Contract.


(j) The Defects Liability Period is one year counted from the Completion Date.


(k) Equipment is the Contractor’s machinery and vehicles brought temporarily to the Site to construct the Works.


(l) Materials are all supplies, including consumables, used by the Contractor for incorporation in the Works.


(m) A Project Supervisor is the person appointed by the Employer and who is responsible for supervising the execution of the Works and administering the Contract.


(n) The Required Completion Date is the date on which it is required that the Contractor shall complete the Works.  The Required Completion Date is _____________

The Required Completion Date may be revised only by the Employer by issuing an extension time or an acceleration order in writing.


(o) Specification means the Specification of the Works included in the Contract and any modification or addition made or approved by the Employer.


(p) The Site is______________________________________________________

 
(q) The Start Date is_______________________.  It is the latest date when the Contractor shall commence the execution of the Works.


(r) The Variation is an instruction given by the Employer which varies the scope of the original Work requirements.

2.
Language and Law. The Contract shall be in the ________________(National Language of the Employer’s Country).  The law governing the Contract shall be the applicable law(s) of the Government of ________________ (Employer’s Country).

3.
Communications. Communications between parties that are referred to in these Conditions shall be effective only when made in writing.  A notice shall be effective only when it is delivered.

4.
Contractor’s Risks. From the Starting Date until the Project Supervisor has issued a certificate for the correction of any Defects, the risks of personal injury, death, and loss or  damage to property and adjacent property (including, without limitation, the Works, materials and equipment) are Contractor’s risks.

5.
Works to be Completed by the Completion Date. The Contractor shall commence execution of the Works on the Start Date and shall carry out the Works in accordance with the work schedule submitted by the Contractor, as updated with the approval of the Project Supervisor, and complete them by the Required Completion Date.

6.
Safety. The Contractor shall be responsible for the safety of all activities on the Site.

7.
Extension of the Completion Date. The Project Supervisor shall extend the completion date if a Variation is issued which makes it impossible for Completion to be achieved by the Required Completion Date without the Contractor taking steps to accelerate the remaining work, which could cause the Contractor to incur additional cost.

8.
Delays Ordered by the Project Supervisor. The Project Supervisor may instruct the Contractor to delay the start or progress of any activity within the Works.  Delays or suspension of work by the Project Supervisor which increases the Contractor’s costs shall be subject to equitable adjustments by the Employer.

9.
Defects. The Project Supervisor shall give notice to the Contractor of any Defects before the end of the Defects Liability Period, which begins at Completion.  The Defects Liability Period shall be extended for as long as Defects remain uncorrected.  Every time notice of a Defect is given, the Contractor shall correct the notified Defect within the length of time specified by the Project Supervisor’s noticed.  If the Contractor has not corrected a Defect within the time specified by the Project Supervisor’s notice, the Project Supervisor will assess the cost of having the Defect corrected, and the Contractor will pay this amount, or the Employer shall recover these amounts by deduction from the amounts due to the Contractor.  

10.
Program. Within seven (7) days of the written notification of award, the Contractor shall submit to the Project Supervisor for approval a Program showing the general methods, arrangements, order, and timing for all activities of the Works.  The Project Supervisor’s approval of the Program shall not alter the Contractor’s obligations.  The Contractor may revise the Program and submit it to the Project Supervisor again at any time.  A revised Program will show the effect of Variations.

11.
Activity Schedule. The Contractor shall provide updated Activity Schedules within ten (10) days of being instructed by the Project Supervisor.  The activities on the Activity Schedule will be coordinated with the activities of the Program.

12.
Changes in Quantities. The Contractor shall carry out all the activities and complete them in accordance with the scope of work specified in the Contract as part of the prices in the Activity Schedule which shall not be subject to any changes.  In the case of unit rate contracts no adjustment in the unit rate shall be made if the variation in quantity of each item does not exceed 25% of the initial estimated quantity.  If the quantity exceeds 25%  the Project Supervisor will determine if there is any justification to revise the unit price, based on information provided by the Contractor, and will fix such rate as he deems appropriate with the approval of the Employer. 

13.
Payment Certificate. The Project Supervisor shall check the Contractor’s executed work and certify the amount to be paid to the Contractor.  The value of work executed shall comprise the value of completed items of work or activities in the Activity Schedule. 

14.
Payments. Payments shall be adjusted for deductions on account of advance payments and retention money.  The Employer shall pay the Contractor the amounts certified by the Project Supervisor within twenty one (21) days of the date of each certificate.  If the Employer delays the payment the Contractor shall be entitled to be paid interest on the late payment in the next payment.  Interest shall be calculated from the date by which the payment should have been made, up to the date when the late payment is made, at the rate of interest prevailing at the local banks for construction loans.

15.
Taxes. The Contractor is responsible for all taxes in accordance with the laws of ______________(Employer’s Country).

16.
Advance Payment. The Employer may make advance payment to the Contractor in the amount up to ten (10) percent of the Initial Contract Price after the Contractor has provided any advance payment Bank Guarantee for an equal amount. At the request of the Contractor the  advance payment may be made by the Employer directly to the supplier or materials and/or equipment leasing companies in the case the equipment is being leased by the Contractor.  The advance payment shall be repaid by deducting proportionate amounts from payments otherwise due to the Contractor, to be recovered within one-half of the Contract completion period.

17.
Completion and Taking Over. The Contractor shall request the Project Supervisor to issue a certificate of completion of the Works, and the Project Supervisor will issue such a certificate when he determines that the work is satisfactorily completed. The Employer shall take possession of the site within seven (7) days of the Project Supervisor’s issuing a certificate of completion of the Works.

18.
Final Account.  The Contractor shall supply the Project Supervisor with a detailed account of the total amount that the Contractor considers payable under the Contract before the end of the Defects Liability Period.  The Project Supervisor shall issue a Defects Liability Certificate  after the Contractor has fulfilled its obligations under the Contract to this end and certify any final payment that is due to the Contractor within fifteen (15) days of receiving the Contractor’s account if it is correct and complete.  If it is not, the Project Supervisor shall issue within fifteen (15) days a schedule that states the scope of the corrections or changes that are necessary.  If the Final Account is still unsatisfactory after it has been resubmitted, the Project Supervisor shall decide on the amount payable to the Contractor and issue a payment certificate.

19.
Termination. The Employer or the Contractor may terminate the Contract if the either party causes a fundamental breach of the Contract.  Fundamental breaches of Contract shall include, but shall not be limited to, the following:


(a) The Contractor stops work for ten (10) days when the stoppage has not been authorized by the Project Supervisor;


(b) a payment certified by the Project Supervisor is not paid by the Employer to the Contractor within thirty (30) days of the date of the Project Supervisor’s certificate;


(c) the Project Supervisor gives notice that the Contractor has failed to correct a Defect within twenty one (21) days as determined by the Project Supervisor; and 


(d) the Contractor has delayed the completion of the Works by thirty (30) days.

Notwithstanding the above, the Employer may terminate the Contract for its convenience by giving the Contractor a thirty day notice in writing.  If the Contract is terminated, the Contractor shall stop work immediately, make the Site safe and secure, and leave the Site within fifteen (15) days of the completion of the notice period.

20.
Force Majeure: Either party may terminate the Contract by giving a thirty (30) days notice to the other for events beyond that party’s control, such as Wars and acts of God such as earthquakes, floods, fires, etc. 

21.
Payment Upon Termination. If the Contract is terminated because of a fundamental breach of Contract by the Contractor, the Project Supervisor shall issue a certificate for the value of the work completed and for the materials already ordered  LESS the advance payments received up to the date of the issue of the certificate.  If the total amount due to the Employer exceeds any payment due to the Contractor, the difference shall be a debt payable by the Contractor to the Employer.

22.
Property. All materials and construction equipment on the Site, temporary works, and Works shall be deemed to be the property of the Employer if the Contract is terminated because of the Contractor’s default.

23.
Resolution of Disputes. The Employer and the Contractor shall make every effort to resolve amicably by direct negotiations any disagreement or dispute arising between them under or in connection with the Contract.  In case of further disagreement either party can take the matter to arbitration in accordance with the Law governing the Contract.  The place where arbitration will take place will be ___________(Place), __________(Country).

SECTION 3 - DRAWINGS

SECTION 4 - SPECIFICATIONS

SECTION 5 –BILL OF QUANTITIES/PRICED ACTIVITY SCHEDULE

SECTION 6 - FORM OF QUOTATION










_________(Date)

To:_______________________________ (Employer’s Name)

     _______________________________  (Employer’s Address)

     _______________________________

We offer to execute the___________________________________________(name and number of Contract) in accordance with the Conditions of Contract accompanying this Quotation for the Contract Price of _________________________(amount in words and numbers) (______________  ) (name of currency)_____________.  We propose to complete the Works described in the Contract within a period of ____________ words and number)_________calendar days from the Start Date.

This Quotation and your written acceptance will constitute a binding Contract between us.  We understand that you are not bound to accept the lowest or any Quotation you receive.

We hereby confirm that this Quotation complies with the Validity of the Quotation required by the proposal documents.

Authorized Signature:______________________________________

Name and Title of Signatory_________________________________




         _________________________________

Name of Contractor:_______________________________________

Address:
         _______________________________________



         _______________________________________

Phone Number         ___________________

Fax Number, if any  ___________________

SECTION 7 - FORM OF CONTRACT AGREEMENT
AGREEMENT

This Agreement, made the_________day of _______________19_____, by and between

_______________________________________________________________________

_______________________________________________________________________

(name and address of Employer hereinafter called “the Employer”)  and

_____________________________________________________________________

_______________________________________________________________________

(name and address of Contractor hereinafter called “the Contractor”) of the other part.

Whereas the Employer is desirous that the Contractor execute___________________

______________________________________________________________________

______________________________________________________________________

(name and identification number of Contract hereinafter called “the Works”) 

 and the  Employer  has accepted the Bid/Quotation submitted by the Contractor for the execution and completion of such Works and the remedying of any defects therein.

Now this Agreement witnesseth as follows:

1. In this Agreement, words and expressions shall have the same meanings as are respectively assigned to them in the Conditions of Contract hereafter  referred to, and they shall be deemed to form and be read and construed as part of this Agreement.

2. In consideration of the payments to be made by the Employer to the Contractor as hereinafter mentioned, the Contractor hereby covenants with the Employer to execute and complete the Works and remedy any defects therein in conformity in all respects with the provisions of the Contract.

3.
The Employer hereby covenants to pay the Contractor in consideration of 
the 
execution and completion of the Works and the remedying of defects wherein the 

Contract Price or such other sum as may become payable under the provisions of 

the Contract at the times and in the manner prescribed by the Contract.

In Witness whereof the parties thereto have caused this Agreement to be executed the days and year first before written

The Common Seal of 

______________________________________________________________________

______________________________________________________________________

was hereunto affixed in the presence of:

Signed, Sealed, and Delivered by the 

said

_____________________________________________________________________

in the presence of :

Binding Signature of Employer:__________________________________________

Binding Signature of Contractor:_________________________________________

SECTION 8 – BANK GUARANTEE FOR ADVANCE PAYMENT

To:
__________________________________________________(Name of Employer)


__________________________________________________(address of Employer)


___________________________________________________(Name of Contract)
Gentlemen:


In accordance with the provisions of the Conditions of Contract, Clause 16 (“Advance Payment”) of the above mentioned Contract _______________________________________{name and address of the Contractor} (hereinafter called “the Contractor”) shall deposit with ________________________{name of Employer} a Bank Guarantee to guarantee his proper and faithful performance under the said Clause of the Contract in an amount of __________________{amount of Guarantee}_____________________________{amount in words}.

2.
We, the _____________________{Bank or Financial Institution}, as instructed by the Contractor, agree unconditionally and irrevocably to guarantee as primary obligator and not as Surety merely, the payment to ___________________________{name of Employer} on his first demand without whatsoever right of objection on our part and without his first claim to the Contractor, in the amount not exceeding___________________{amount of Guarantee}1/

________________________________________________{amount in words}.

3.
We further agree that no change or addition to or other modification of the terms of the Contract or of the Works to be performed there under or of any of the Contract documents which may be made between _______________________{name of Employer} and the Contractor, shall in any way release us from any liability under this Guarantee, and we hereby waive notice of any such change, addition, or modification.

4.
The Guarantee shall remain valid and in full effect from the date of the advance payment under the Contract until_______________________________{name of Employer} receives full payment of the same amount from the Contractor.


Yours truly,


SIGNATURE AND SEAL:______________________________________


Name of Bank/Financial Institution:________________________________


Address:______________________________________________________ 

DATE:

{WBECSCS:jj:Word:MW99format.doc  8/5/99}

Attachment 9

Procurement of Minor Works – Evaluation Form

1.
Project Name


__________________________________________

2.
Loan/Credit Number

__________________________________________

3.
Implementing Agency

__________________________________________

4.
Name & No. of Package
__________________________________________

5.
Details of works

__________________________________________

6.
Estimated Cost

_____________Equivalent US$_________________

7.
Participants
Contractor’s Name
  Date Quotation
Price







Received   Quoted

8.
Evaluation Criteria,


if other than Price


Explain

9.
Ranking of Responsive


Quotations by Price







Contractor

Price

10.
Non-Responsive Quotations







Contractor

Reason(s)

11.
Name of the lowest evaluated contractor_____________________________________

12.
 Total price of the Contract award_______________US $________Equivalent 





13.
Date of Contract award
_______________


14.
Any issues (to be) discussed at finalization of contract.  Give details

15. 
Complaints from Other Suppliers,  if any, provide details  

Date:




___________________________

Signature of Procurement Official


Attachment 10

Request for Proposals – For Selecting a Firm for Advisory Services

Through CQ

Date__________ 

To

___________________

___________________

1.
The__________________ (hereinafter to referred to as the “Client”) invites you to submit proposals to provide the following consulting services: Advisory Services for _______________  More details of the services are provided in the attached Terms of Reference.

2.

Please submit your technical and financial proposals in accordance with the attached forms.  Your proposals will be subject to negotiation between your authorized representative and the Client and may result in a contract.  A draft contract is also attached.

4.
You technical and financial proposals shall be submitted at following address, not later than ____________2001.

5.
Please confirm receipt of this invitation by fax and that you will submit the proposals as requested

                                      Sincerely




(Client’s authorized representative)


Technical Proposal Submission Form

_____________[Date]
To: 


______________________

Ladies/Gentlemen:


We, the undersigned, offer to provide the consulting services for implementation of the assignment as described in the attached terms of reference and in accordance with your Request for Proposal dated [……] and our proposals.  We are hereby submitting our technical and financial proposals for the proposed services.


Our proposals are binding upon us and subject to the modifications resulting from Contract negotiations.


We understand you are not bound to accept any Proposal you receive.


We remain,

Yours sincerely,

Authorized Signature:

Name and Title of Signatory:

Name of Entity:

Entity’s References

Relevant Services Carried Out in the Last Three Years

That Best Illustrate Qualifications
Using the format below, provide information on each assignment for which your entity, either individually as a corporate entity or within an association, was legally contracted.

	Assignment Name: 

_______________________________________________________

Location: 

_______________________________________________________

Name of Client: 
_______________________________________________________

Address and telephone:

_______________________________________________________

_______________________________________________________


	Professional Staff Provided by Your Entity (profiles): 

_______________________________

1. No of Staff-Months:
_______________________________

Approx. Value of Services

(in USD/or respective currency)




Entity’s Name:

Sample Format of Curriculum Vitae (CV)

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 training most pertinent to tasks on assignment.  Describe degree of responsibility held by staff member on relevant previous assignments and give dates and locations.  Use about half a page.]

Education:

[Summarize college/university and other specialized education of staff member, giving names of schools, dates attended, and degrees obtained.  Use about one quarter of a page.]

Employment Record:

[Starting with present position, list in reverse order every employment held.  List all positions held by staff member since graduation, giving dates, names of employing organizations, titles of positions held, and locations of assignments.  For experience in last ten years, also give types of activities performed and client references, where appropriate.  Use about two pages.]

Languages:

[For each language indicate proficiency: excellent, good, fair, or poor in speaking, reading, and writing.]

Certification:

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


Date:  

[Signature of staff member and authorized representative of the firm]
Day/Month/Year
Full name of staff member:______________________________________

Full name of authorized representative: ____________________________

Cost Estimate of Services and Schedule of Rates
(1)
Remuneration
	Name
	Rate 
(per working day)
	Time spent (number of

working days)
	Total (currency)

	
	
	
	

	
	
	
	Sub-Total (1)


(2)
Reimbursables1
	
	Rate
	Calendar days
	Total

	(a)
International Travel
	
	
	

	(b)
Local Transportation
	
	
	

	(c)        Interpreter/Translation
	
	
	

	(d)
Per Diem
	
	
	

	
	
	
	Sub-total (2)


TOTAL COST _________________________

CONTRACT CEILING __________________

Terms of Reference
(Attach)

Attachment 11
Selection of Individual Consultants for Advisory Services
Letter of Invitation

Dear Sirs,

1. You are hereby invited to submit your curriculum vitae (CV)  as well as fee proposal for providing the consulting services on _____________(brief description of services).

2. If selected, you would assist ___________________ (hereinafter referred to as “the Client”) with _____________________. More details on the services are provided in the attached Terms of Reference. 

3. Your experience and qualification shall conform to the requirement as specified in the terms of reference. The CV will be evaluated for the qualification and experience of the candidates in accordance with the following criteria:


(i) Specific experience relevant  to the assignment  -


20




(ii) Qualifications and competence for the Assignment -


60




(iii) Ability to work and transfer knowledge and skills to counterpart staff - 
20


Total Points:
         
          100

4. Following the evaluation of the CV’s of individual consultants, the candidate whose evaluation scores is the highest, will be invited to contract negotiations and signing. Contract will be negotiated by phone or E-mail. In case of any delay the Client has right to withdraw the invitation. In case agreement is not reached for a contract, the negotiations with the individual consultant will be terminated and new negotiation will be proposed with the next ranked candidate.

5. You will be requested to start your assignment by…………….. The Client will make its best efforts to select a consultant during this period.

6. The estimated term required for the assignment is: ……………….

7. Please note that the cost of preparing a CV and of negotiating a contract is not reimbursable as a direct cost of the assignment. 

8. The following documents are attached to the Letter of Invitation:

I.      Sample Format of Curriculum Vitae (CV)

II.     Cost Estimate of services and Schedule of Rates

III.    Terms of Reference

IV.    Draft contract

9.     
If you require further information on the assignment and the local conditions, you may contact Mr. …… at the following phone number and address:

Your completed CV should be faxed or e-mailed or delivered to the above address before ……………………..

11. The Client is not bound to accept any of the CV’s submitted.

12. Please inform us, upon receipt:

(a) that you received the letter of invitation; and

(b) whether or not you will be submitting a CV.`

Yours sincerely,

Sample Format of Curriculum Vitae (CV)

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 training most pertinent to tasks on assignment.  Describe degree of responsibility held by staff member on relevant previous assignments and give dates and locations.  Use about half a page.]

Education:

[Summarize college/university and other specialized education of staff member, giving names of schools, dates attended, and degrees obtained.  Use about one quarter of a page.]

Employment Record:

[Starting with present position, list in reverse order every employment held.  List all positions held by staff member since graduation, giving dates, names of employing organizations, titles of positions held, and locations of assignments.  For experience in last ten years, also give types of activities performed and client references, where appropriate.  Use about two pages.]

Languages:

[For each language indicate proficiency: excellent, good, fair, or poor in speaking, reading, and writing.]

Certification:

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


Date:  

[Signature of staff member and authorized representative of the firm]
Day/Month/Year
Full name of staff member:______________________________________

Full name of authorized representative: ____________________________

Cost Estimate of Services and Schedule of Rates
(1)
Remuneration
	Name
	Rate 
(per working day)
	Time spent (number of

working days)
	Total (currency)

	
	
	
	

	
	
	
	Sub-Total (1)


(2)
Reimbursables1
	
	Rate
	Calendar days
	Total

	(a)
International Travel
	
	
	

	(b)
Local Transportation
	
	
	

	(c)        Interpreter/Translation
	
	
	

	(d)
Per Diem
	
	
	

	
	
	
	Sub-total (2)


TOTAL COST _________________________

CONTRACT CEILING __________________

Terms of Reference and Scope of Services

Attachment 12

               EVALUATION REPORT - SELECTION OF CONSULTING SERVICESPRIVATE 

Date          








1.
Implementing Agency                                     (address, telephone/Fax No

                
2.
Name of consulting assignment:                 
3.
Total Estimated Cost of Assignment:
  (Include fees, incidentals, travel costs, etc.)

4.
Period of the Assignment:

                
5.
Date of Issue of the LOI: 

               

6.
Name of individual consultants invited:


7.
Evaluation Criteria basis:

8.
Deadline for submission of CVs:










9.
Name of consultants who submitted CVs:


11.
Members of Evaluation Committee:    (Name and Position of each member)  

12. 
Brief summary of the Evaluation: (Provide in an attachment summary of technical evaluation of each CV with respect to TOR and other evaluation criteria/requirements)

13.
Results of evaluation of CVs:

14.
Based on the substantial responsiveness of the best evaluated CV with respect to compliance with technical and other related aspects 
specified in the TORs the following award of contract is recommended:


Name of the Individual:
        
                                        


Contract Price:                                  


Period of Consulting/Services:                      

Complaints, if any. 



Signature of the authorized official: _________________

Evaluation Sheet

	PRIVATE 
Individual Consultant

	
	Staff Names



	Position  



	Age
	         General

   Qualification

      (---Points)
	
Adequacy for


Project

             (---Points)
	         Language and

           Experience 

           (---Points)
	     Staff


    Rating  
	Average

Group Rating (if applicable)


	
	
	
	
	
	
	
	
	

	
	
	
	
	
Rating*


(A)
	(A) x (Points)

     (B)
	
Rating*


(C)
	
(C) x (Points)


(D)
	
Rating*


(E)
	
(E x (Points)


(F)
	
(B) + (D) + (F)


(G)

	

	
	
	
	
	
	
	
	
	
	
	
	

	
	-------------------
	----------=-
	
	
	
	
	
	
	
	
	

	
	-------------------
	------------
	
	
	
	
	
	
	
	
	

	
	------------------------------------------
	------------------------
	
	
	
	
	
	
	
	
	

	
	---------------------
	------------
	
	
	
	
	
	
	
	
	


Attachment 13


SAMPLE CONTRACTS FOR SIMPLE  CONSULTING SERVICES
(TO BE USED FOR FIRMS AND INDIVIDUALS)

SMALL ASSIGNMENTS

TIME-BASED PAYMENTS

(IBRD/IDA FINANCED)

CONTRACT

THIS CONTRACT (“Contract”) is entered into this [insert starting date of assignment], by and between  [insert Client’s name] (“the Client”) having its principal place of business at [insert Client’s address], and [insert Consultant’s name] (“the Consultant”) having its principal office located at [insert Consultant’s address].
WHEREAS, the Client wishes to have the Consultant performing the services hereinafter referred to, and

WHEREAS, the Consultant is willing to perform these services,

NOW THEREFORE THE PARTIES hereby agree as follows:

	1.
Services
	(i)
The Consultant shall perform the services specified in Annex A, “Terms of Reference and Scope of Services,” which is made an integral part of this Contract (“the Services”).

(ii)
The Consultant shall provide the reports listed in Annex B, “Consultant's Reporting Obligations,” within the time periods listed in such Annex, and the personnel listed in Annex C, “Cost Estimate of Services, List of Personnel and Schedule of Rates” to perform the Services.



	2.
Term
	The Consultant shall perform the Services during the period commencing [insert start date] and continuing through [insert completion date] or any other period as may be subsequently agreed by the parties in writing.



	3.
Payment
	A.
Ceiling

For Services rendered pursuant to Annex A, the Client shall pay the Consultant an amount not to exceed a ceiling of [insert ceiling amount].  This amount has been established based on the understanding that it includes all of the Consultant’s costs and profits as well as any tax obligation that may be imposed on the Consultant.  The payments made under the Contract consist of the Consultant's remuneration as defined in sub-paragraph B below and of the reimbursable expenditures as defined in sub-paragraph C below.

B.
Remuneration

The Client shall pay the Consultant for Services rendered at the rate(s) per man/month spent1 (or per day spent or per hour spent, subject to a maximum of eight hours per day) in accordance with the rates agreed and specified in Annex C, “Cost Estimate of Services, List of Personnel and Schedule of Rates.”

C.
Reimbursable

The Client shall pay the Consultant for reimbursable expenses, which shall consist of and be limited to:

(i)
normal and customary expenditures for official travel, accommodation, printing, and telephone charges; official travel will be reimbursed at the cost of less than first class travel and will need to be authorized by the Client’s coordinator;

(ii)
such other expenses as approved in advance by the Client’s coordinator.2
D.
Payment Conditions


Payment shall be made in [specify currency] not later than 30 days following submission of invoices in duplicate to the Coordinator designated in paragraph 4.



	4.
Project Administration
	A.
Coordinator

The Client designates Mr./Ms. [insert name] as Client’s Coordinator; the Coordinator shall be responsible for the coordination of activities under the Contract, for receiving and approving invoices for payment, and for acceptance of the deliverables by the Client.

B.
Timesheets


During the course of their work under this Contract, including field work, the Consultant’s employees providing services under this Contract may be required to complete timesheets or any other document used to identify time spent, as well as expenses incurred, as instructed by the Project Coordinator.

C.
Records and Accounts


The Consultant shall keep accurate and systematic records and accounts in respect of the Services, which will clearly identify all charges and expenses.  The Client reserves the right to audit, or to nominate a reputable accounting firm to audit, the Consultant’s records relating to amounts claimed under this Contract during its term and any extension, and for a period of three months thereafter.



	5.
Performance Standard
	The Consultant undertakes to perform the Services with the highest standards of professional and ethical competence and integrity.  The Consultant shall promptly replace any employees assigned under this Contract that the Client considers unsatisfactory.



	6.
Confidentiality


	The Consultants shall not, during the term of this Contract and within two years after its expiration, disclose any proprietary or confidential information relating to the Services, this Contract or the Client’s business or operations without the prior written consent of the Client.



	7.
Ownership of Material
	Any studies, reports or other material, graphic, software or otherwise, prepared by the Consultant for the Client under the Contract shall belong to and remain the property of the Client.  The Consultant may retain a copy of such documents and software.3


	8.
Consultant Not to be Engaged in Certain Activities
	The Consultant agrees that, during the term of this Contract and after its termination, the Consultants and any entity affiliated with the Consultant, shall be disqualified from providing goods, works or services (other than the Services or any continuation thereof) for any project resulting from or closely related to the Services.



	9.
Insurance
	The Consultant will be responsible for taking out any appropriate insurance coverage.



	10.
Assignment
	The Consultant shall not assign this Contract or Subcontract any portion of it without the Client's prior written consent.



	11.
Law Governing Contract and Language


	The Contract shall be governed by the laws of [insert government], and the language of the Contract shall be4 [insert language].

	12.
Dispute Resolution5
	Any dispute arising out of this Contract, which cannot be amicably settled between the parties, shall be referred to adjudication/arbitration in accordance with the laws of the Client’s country.



FOR THE CLIENT



FOR THE CONSULTANT


Signed by ____________________

Signed by ____________________


Title: ________________________

Title:  ________________________

List of Annexes
Annex A:
Terms of Reference and Scope of Services

Annex B:
Consultant’s Reporting Obligations

Annex C:
Cost Estimate of Services, List of Personnel and Schedule of Rates

Annex C

Cost Estimate of Services, List of Personnel and Schedule of Rates

(1)
Remuneration of Staff
	
	

Name
	Rate 
(per month/day/ hour in currency)
	
Time spent (number of month/day/hour)
	

Total (currency)

	(a) Team Leader
	
	
	
	

	(b)
	
	
	
	

	(c)
	
	
	
	

	
	
	
	
	Sub-Total (1)


(2)
Reimbursables6
	
	Rate
	Days
	Total

	(a)
International Travel
	
	
	

	(b)
Local Transportation
	
	
	

	(c)
Per Diem
	
	
	

	
	
	
	Sub-total (2)


TOTAL COST ___________________________

Physical Contingency7 _____________________

CONTRACT CEILING ____________________

SAMPLE CONTRACT FOR 

SMALL ASSIGNMENTS

LUMP-SUM PAYMENTS

(IBRD/IDA FINANCED)
CONTRACT
THIS CONTRACT (“Contract”) is entered into this [insert starting date of assignment], by and between  [insert Client’s name] (“the Client”) having its principal place of business at [insert Client’s address], and [insert Consultant’s name] (“the Consultant”) having its principal office located at [insert Consultant’s address].
WHEREAS, the Client wishes to have the Consultant perform the services hereinafter referred to, and

WHEREAS, the Consultant is willing to perform these services,

NOW THEREFORE THE PARTIES hereby agree as follows:

	1.
Services
	(i)
The Consultant shall perform the services specified in Annex A, “Terms of Reference and Scope of Services,” which is made an integral part of this Contract (“the Services”).

(ii)
The Consultant shall provide the personnel listed in Annex B, “Consultant’s Personnel,” to perform the Services.

(iii)
The Consultant shall submit to the Client the reports in the form and within the time periods specified in Annex C, “Consultant’s Reporting Obligations.”



	2.
Term
	The Consultant shall perform the Services during the period commencing [insert starting date] and continuing through [insert completion date], or any other period as may be subsequently agreed by the parties in writing.



	3.
Payment
	A.   Ceiling

For Services rendered pursuant to Annex A, the Client shall pay the Consultant an amount not to exceed [insert amount].  This amount has been established based on the understanding that it includes all of the Consultant's costs and profits as well as any tax obligation that may be imposed on the Consultant.

B.
Schedule of Payments

The schedule of payments is specified below:1

[insert amount and currency] upon the Client's receipt of a copy of this Contract signed by the Consultant;


[insert amount and currency] upon the Client's receipt of the draft report, acceptable to the Client; and


[insert amount and currency] upon the Client's receipt of the final report, acceptable to the Client.



[insert amount and currency] Total

C.
Payment Conditions

Payment shall be made in [specify currency], no later than 30 days following submission by the Consultant of invoices in duplicate to the Coordinator designated in paragraph 4.



	4.
Project Administration
	A.  
Coordinator.  


The Client designates Mr./Ms. [insert name] as Client's Coordinator; the Coordinator will be responsible for the coordination of activities under this Contract, for acceptance and approval of the reports and of other deliverables by the Client and for receiving and approving invoices for the payment.

B.
Reports.  


The reports listed in Annex C, “Consultant's Reporting Obligations,” shall be submitted in the course of the assignment, and will constitute the basis for the payments to be made under paragraph 3.



	5.
Performance Standards
	The Consultant undertakes to perform the Services with the highest standards of professional and ethical competence and integrity.  The Consultant shall promptly replace any employees assigned under this Contract that the Client considers unsatisfactory.



	6.
Confidentiality
	The Consultants shall not, during the term of this Contract and within two years after its expiration, disclose any proprietary or confidential information relating to the Services, this Contract or the Client's business or operations without the prior written consent of the Client.



	7.
Ownership of Material
	Any studies reports or other material, graphic, software or otherwise, prepared by the Consultant for the Client under the Contract shall belong to and remain the property of the Client.  The Consultant may retain a copy of such documents and software.2


	8.
Consultant Not to be Engaged in Certain Activities
	The Consultant agrees that, during the term of this Contract and after its termination, the Consultant and any entity affiliated with the Consultant, shall be disqualified from providing goods, works or services (other than the Services and any continuation thereof) for any project resulting from or closely related to the Services.



	9.
Insurance
	The Consultant will be responsible for taking out any appropriate insurance coverage.



	10.
Assignment
	The Consultant shall not assign this Contract or sub-contract any portion of it without the Client's prior written consent.



	11.
Law Governing Contract and Language


	The Contract shall be governed by the laws of [insert government], and the language of the Contract shall be3 [insert language].



	12.
Dispute Resolution4
	Any dispute arising out of the Contract, which cannot be amicably settled between the parties, shall be referred to adjudication/arbitration in accordance with the laws of the Client's country.





FOR THE CLIENT



FOR THE CONSULTANT


Signed by ___________________

Signed by ____________________


Title: ______________________

Title: ________________________
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� Exchange Rates


1  	To include expenses for international travel, local transportation, interpretation/translation, per diem, visas, airport taxes, and other such travel related expenses as may be necessary; reimbursable at cost with supporting documents/receipts; except for per diem (which is fixed and includes cost of housing, meals and subsistence for the period spent in Azerbaijan).


1  	To include expenses for international travel, local transportation, interpretation/translation, per diem, visas, airport taxes, and other such travel related expenses as may be necessary; reimbursable at cost with supporting documents/receipts; except for per diem (which is fixed and includes cost of housing, meals and subsistence for the period spent in Azerbaijan).


1 	Select the applicable rate and delete the others.


2 	Specific expenses can be added as an item (iii) in paragraph 3.C.


3 	Restrictions about the future use of these documents and software, if any, shall be specified at the end of Article 7.


4 	The law selected by the Client is usually the law of its country.  However, the Bank does not object if the Client and the Consultant agree on another law.  The language shall be English, French, or Spanish, unless the Contract is entered into with a domestic firm, in which case it can be the local language.


5 	In the case of a Contract entered into with a foreign Consultant, the following provision may be substituted for paragraph 12:  “Any dispute, controversy or claim arising out of or relating to this Contract or the breach, termination or invalidity thereof, shall be settled by arbitration in accordance with the UNCITRAL Arbitration Rules as at present in force.”





6 	To include expenses for international travel, local transportation, per diem, communications, reporting costs, visas, inoculations, routine medical examinations, porterage fees, in-and-out expenses, airport taxes, and other such travel related expenses as may be necessary; reimbursable at cost with supporting documents/receipts; except for per diem (which is fixed and includes housing and ______ expenses).


7	From 0 to 15 percent of total cost; use of contingency requires prior approval of the Client.


1 	Modify, in order to reflect the output required, as described in Annex C.


2 	Restrictions about the future use of these documents and software, if any, shall be specified at the end of paragraph 7.


3 	The law selected by the Client is usually the law of its country.  However, the Bank does not object if the Client and the Consultant agree on another law.  The language shall be English, French, or Spanish, unless the Contract is entered into with a domestic firm, in which case it can be the local language.


4 	In the case of a Contract entered into with a foreign Consultant, the following provision may be substituted for paragraph 12:  “Any dispute, controversy or claim arising out of or relating to this Contract or the breach, termination or invalidity thereof, shall be settled by arbitration in accordance with the UNCITRAL Arbitration Rules as at present in force.”






