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TEMPLATE WOR 3: Evaluation Grid and Report
(For Procurements of EUR 10.000 – 299.999)

	Where you see: (Note:….) this is just a guidance for you and you shall delete these notes from the document. 

Where you see <…> please enter information.

Options are marked (Option:…) 
Where this appears [insert] it is the supplier who shall insert information.

 ****DELETE this Page prior to submitting the Request for Proposal****


EVALUATION GRID AND REPORT

This is a standard format for evaluation for Negotiated Procedure for Works Contracts. (The format can also be used for evaluation under the Simple Procedure).  

Note that the grid must reflect the criteria reflected in the Request for Proposal. 
Each member of the Procurement Committee fills in this grid individually and subsequently a common evaluation grid is compiled at the Procurement Committee meeting/evaluation meeting. Alternatively, the Committee when seating together completes a single grid.
Project: <name and reference>
Contract: <contract title>
Requests for Proposals – references: <    >
Closing Date for submission of proposals: <    >
Number of proposals received:  <    >
Date of evaluation: <    >
The Procurement Committee met on this date and proceeded with the following evaluation.  
Part A: Administrative Compliance

	Candidate no.


	1
	2
	3
	4…

	Names of Candidates
	
	
	
	

	Date of receipt of proposal

(if later than closing date: indicate REJECTED and stop evaluation)
	
	
	
	

	Eligibility

Indicate if there could be doubts about eligibility (bad reputation, breach of contract in previous contract, risk of conflict of interest, etc.)

If information is missing, or if the Candidate has not signed and stamped the Proposal Submission Form, and thus subscribed to the “declarations” on eligibility, indicate REJECTED and stop evaluation
	
	
	
	


If the Candidate is not administrative compliant, reject the proposal and stop the evaluation. If the proposal is compliant proceed with the technical and financial evaluation.

Part B. Technical and Financial Evaluation
Adapt the following criteria to those you have chosen in the Proposal Submission Form in the RFP – according to the requirements of your project or the specific Contract. If you have made a pre-selection of the candidates during short listing and in that process checked financial capacity, experience, references etc. then there is no need to evaluate these points again, but make sure that the evaluation made in the pre-selection is filed.
	Technical Evaluation

	Candidate no.:
	1
	2
	3
	4…

	
	Before interview
	After interview
	Before interview
	After interview
	Before interview
	After interview
	Before interview
	After interview

	Technical offer
Is the technical offer considered to be substantially compliant with the requirements? (yes/no) 
	
	
	
	
	
	
	
	

	Write your comments to the above and list deviations, if any.
	
	
	
	
	
	
	
	

	Financial capacity to fulfil the assignment (yes/no)
	
	
	
	
	
	
	
	

	Sufficient experience and references from similar projects (yes/no) (you can request additional information, if necessary) 
	
	
	
	
	
	
	
	

	Technical qualifications to fulfil the assignment (yes/no)
	
	
	
	
	
	
	
	

	(Option: Does the candidate have adequate CSR policies in place, as well as relevant certifications e.g.  ISO/SA8000 and/or a Code of Conduct? (yes/no))
	
	
	
	
	
	
	
	

	<Other (as per RFP)>

	
	
	
	
	
	
	
	

	<Other (as per RFP)>

	
	
	
	
	
	
	
	

	<Other (as per RFP)> 
	
	
	
	
	
	
	
	

	Comments and sum up
	
	
	
	


	Technical Score

	Candidate no.:
	
	1
	2
	3
	4...

	
	Maximum points
	
	
	
	

	Use of local labour and local materials 
	33%
	
	
	
	

	 Fulfilment of functionality 
	33%
	
	
	
	

	 Overall technical solution 
	34%
	
	
	
	

	TOTAL TECHNICAL SCORE
	100
	
	
	
	

	Financial Evaluation  

	Candidate no.:
	1
	2
	3
	4…

	PRICE OFFERED
	
	
	
	

	FINANCIAL SCORE

	
	
	
	


	OVERALL SCORE


	
	
	
	


	Summary:

Selection/award of contract or reason for rejection/no-selection:
Please verify the selected supplier(s)’s eligibility as per DCA Counter Terrorism Policy, by checking the UN Security Council, EU and donor required sanctions lists
	
	
	
	


As a consequence, the Procurement Committee recommends that the Works Contract for <....> be awarded <name of candidate>.
With my signature, I hereby declare that I agree to participate in the Procurement Committee and in the evaluation of the above-mentioned procurement(s). With my signature, I confirm that I have familiarity with the information available to date concerning the donor rules and regulations and the procurement procedures described in the Procurement Manual. I further declare that I shall execute my responsibilities honestly, fairly and impartial.
I am independent of all parties which stand to gain from the outcome of this evaluation. To the best of my knowledge and belief, there are no facts or circumstances, past or present that could arise in the foreseeable future, which might call into question my independence in the eyes of any party. Should it become apparent during the course of this evaluation that such a relationship exists or has been established, I will immediately cease to participate in the Procurement Committee.
I agree to hold in trust and confidence any information or documents ("confidential information") disclosed to me, discovered by me, or prepared by me in the course of or as a result of the procurement procedure and agree that it shall be used only for the purposes of the procurement procedure and shall not be disclosed to any third party. I also agree not to retain copies of any written information or prototypes supplied. I will not disclose any confidential information to any employee or expert unless they agree to execute and be bound by the terms of this declaration.
	Approved by the Procurement Committee

	Signature:
	
	Date:
	

	Name:
	
	Position:
	

	
	
	
	

	Signature:
	
	Date:
	

	Name:
	
	Position:
	

	
	
	
	

	Signature:
	
	Date:
	

	Name:
	
	Position:
	


� Use the following formula: SF = 100 x Fm/F (SF = the financial score; Fm = the lowest price; F = the price of the proposal under evaluation)


� Use the following formula: technical score x ‹0.40› + financial score x ‹0.60› = overall score
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