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A
Bid Evaluation Process
Following the opening of bids, a Public Body shall appoint a Bid Evaluation Committee which will be responsible to carry out the evaluation and to determine the best evaluated bid for award of contract. The Committee should consist of at least three evaluators of which one should be from the user department knowledgeable in the subject matter. Where the Public Body’s staff does not have the necessary experience or expertise to carry out the evaluation on its own, the Public Body may have recourse to competent evaluators from other public bodies or the private sector.
1. Confidentiality of the evaluation process: All members of the Evaluation Committee and other personnel involved in one way or the other with the bid evaluation must be fully aware that the bid evaluation process up to the award of a contract is confidential, and this confidentiality must be respected and fully adhered to. 

2. 
Contacts with the bidders or their agents: Contacts between the Public Body’s officials, including the Evaluation Committee, and bidders or their agents, should be restricted to essential official communications only, such as the request for and receipt of clarifications. All such communication must be in writing. Public Body’s officials should not entertain calls or informal communication, meetings, or other contact with any bidder or its agents. The Evaluation Committee shall handle all Requests for Clarifications through a predetermined official channel within the organization. There shall be no direct dealing between the Bid Evaluation Committee and the Bidders or their agent.

Notwithstanding the above, Bidders may, in specific type of procurement, be required to make presentation of their proposal in the presence of a panel. Bidders would be advised through the Bidding documents for such requirements and the scope of their presentation in respect of matters that could be better assessed through a presentation than otherwise.  In so doing, Bidders shall not make any change in any manner in their initial proposals. A soft copy of the presentation may in such cases be required to be submitted with their original bid. Any request for clarification with respect to the presentations shall follow thereafter in writing. 
Any effort by a bidder or its agents to influence the Public Body’s evaluation of bids or award decisions, including the offering or giving of bribes, gifts or other inducement, could result in the invalidation of its bid and the forfeiture of its bid security.

3.
Preliminary Examination of Bids:
3.1 
Each bid will be examined to determine if it:

· is properly signed and accompanied by a power of attorney or other acceptable evidence for the signatory to sign the bid on behalf of the Bidder, where applicable;

· is accompanied by the required bid security, if applicable;

· is complete and generally in order (if not, any omission must be noted);

· is substantially responsive to the bidding documents (if not, any deviation,

    
omission or reservation must be noted);

· is free of computational errors (any such error must be noted); and

· requires any clarifications (any such clarification must be noted).

The bidding documents will have specified how the examination should be carried out. It is important that the relevant provisions in the ‘Instructions to Bidders’ be applied in a consistent manner for each of the above.

3.2
The Bid Evaluation Committee must decide which omissions, variations or reservations identified at this point are material which make the relevant bids not responsive. If a bid is not substantially responsive, it should be rejected and cannot be made responsive by correction or withdrawal of the nonconforming omission, deviation or reservation.

3.3
At the end of this stage, the Committee should agree on:

· those bids which are substantially nonresponsive and should not be considered further; and 

· any clarification which should be requested from bidders.

The outcome of the examination should be summarized.

4.
Requests for Clarification:

All requests for clarification must be made in writing, and the response must also be given in writing. A log of all requests for clarification and responses must be kept. Requests for clarification can be sought at any time, up to the contract award decision.

5.
Evaluation and Comparison of Bids

5.1
Bids which have been declared substantially responsive will then have to be evaluated in depth. Before a bid can be evaluated the following must be done:

· computational errors must be corrected in accordance with the relevant           provision in the Instructions to Bidders;

· bid prices must be converted to a common currency in accordance with the     relevant provision in the Instructions to Bidders;

· adjustments should be made for any obvious omission, deviation or variation which is not considered to be material and which can be quantified; and

· the adjusted bid price resulting from the above would constitute the basis for the subsequent evaluation and comparison of bids.

The detailed evaluation of a bid involves checking first that the technical characteristics, functional performance and commercial conditions of the bid are in accordance with the bid requirements.

5.2
The next step is to apply the evaluation criteria specified in the bidding documents and adjust each bid as appropriate using the evaluation criteria. Only the criteria specified in the bid document can be applied. No new criteria must be introduced at evaluation, and the specified criteria must be applied wherever appropriate. Specified criteria cannot be waived during evaluation.

5.3
Where there are a large number of bids to be evaluated (over six) and the spread of bid prices is relatively wide, it is not necessary, in the first instance, to evaluate all bids in detail. One can usually determine, from the specified evaluation criteria, the range of bid prices relative to the lowest bid price which stand a reliable chance of being the lowest evaluated bid. In such cases it is recommended that, in the first instance, only those bids within this range should be subjected to a detailed evaluation. If the lowest priced bid is rejected during evaluation, the range must be predetermined, and all bids in the revised range must be subject to a detailed evaluation.

5.4
The adjusted bid price of each bidder will require further adjustment in accordance with the evaluation criteria in the bidding documents, in the manner and details specified therein, to arrive at the evaluated bid price.

5.5
The evaluated bid prices are compared and ranked in ascending order to determine the bidder with the lowest evaluated price.

6.
Post qualification
6.1
A successful bidder must be qualified to satisfactorily perform the contract. Therefore, it must be determined whether the bidder offering the lowest evaluated bid is so qualified.

6.2
If bidders were prequalified prior to bidding, then a simple check should be made to determine that the lowest evaluated bidder still satisfies the qualifying requirements specified for prequalification.

6.3
If no prequalification was done, then it must be determined that the lowest evaluated bidder has the relevant previous experience, and financial, technical and production capacity to perform the contract. This must be based on the qualifying criteria specified in the bidding documents.
6.4
A positive determination is a prerequisite for the award of the contract to the bidder. A negative determination must result in rejection of the bid; in which event, the Committee must proceed to the next lowest evaluated bid to make a similar determination of the bidder’s capabilities to perform the contract satisfactorily.

7.
Award Recommendation

7.1
The successful bidder whose bid has been determined to be substantially responsive and has been determined to be the lowest evaluated bidder and who has been determined to be qualified to perform the contract satisfactorily, must be recommended for award of the contract.

8.
Bid Evaluation Report

8.1
A bid evaluation report must be prepared.

8.2
The bid evaluation report should reflect the logical sequence of the bid evaluation process in the following manner:

· receipt and opening of bids

· examination of bids

· substantially nonresponsive bids

· correction of arithmetic errors
· currency conversion
· adjustment for nonmaterial deviations

· bids subject to detailed evaluation
· evaluation of bids

· comparison of bids

· lowest evaluated responsive bid
· post qualification, and
· determination of the selected bidder(s)
The bid evaluation report should be prepared in the format outlined in the Model Bid Evaluation Report (issued by the Procurement Policy Office) in the manner and detail outlined therein, including all forms and annexes.
For further guidance and pending the issue of more Bid Evaluation Report Formats from the PPO, Public Bodies are advised to consult the World Bank Web Site for ‘Procurement – Document Index’ and to consult the following documents for Bid Evaluation Format:



‘Bid Evaluation Form – Procurement of Goods or Works’ and



‘Consultant- Sample Evaluation Report’

9.
Executive Summary of the Bid Evaluation Report 

9.1
An Executive Summary of the Evaluation Report prepared as per the format issued by the Public Procurement  Office should be submitted together with the Evaluation Report. 
                             ---------  &&&&&&&&&&&&&&&&&&&&&& ------------
[ Procuring Entity letter head paper]

B.
Executive Summary of Bid Evaluation Report (Goods)  
Contract No. [insert Procurement Reference Number]

1. Scope of contract: [describe briefly scope of goods and services covered in the Invitation to Bid]
2. Procurement method used: [insert as appropriate: open advertised bidding (national or international), restricted bidding, direct procurement].

3. Date of invitation of bids: [insert invitation date and name of national newspapers and international media, where applicable]
4. Closing date for submission of bids: [insert time and date]
5. Date and place of Opening of bids: [insert details]     

6. Number of bids received by closing date: [insert number]


7. Responsiveness of bids:

	Bidder’s Name
	A. Price at Bid Opening [insert currency and total bid price as announced at Bid Opening.]
	Responsive or not responsive

(Yes/No)
	Reasons why bids were not responsive

[Provide brief indications like Bid Security not submitted, Bid Validity not compliant, non-compliance with specification, major deviation/omission, unacceptable conditional offer, etc..]

	Bidder  1
	
	
	

	Bidder  2
	
	
	

	Bidder  3
	
	
	

	Bidder  4
	
	
	

	Bidder  5
	
	
	

	
	
	
	

	
	
	
	


8.
Price Comparison for bids that are substantially responsive [use one table for each item/lot where contract is per item/lot]:

	[insert Bidder’s name]
	A. Price at Bid opening [insert currency and bid price as announced at Bid Opening]
	B. Bid Price  after corrections 
	C. Price after currency conversion

MUR

	D. Price after Adjustment

MUR
	E. Price after Margin of Preference
[ if applicable]
	Rank

	Bidder  1
	
	
	
	
	
	

	Bidder  2
	
	
	
	
	
	

	Bidder  3
	
	
	
	
	
	

	Bidder  4
	
	
	
	
	
	

	Bidder  5
	
	
	
	
	
	

	
	
	
	
	
	
	


9.
Best Evaluated bid for multiple contract with conditional discount:


On the basis of the discount offered by one or more bidders the ranking of the best evaluated cost are as follows:

     Scenario 1. (without conditional discount)

	Bidder with best bid
	Item/lot 1


	Item/lot 2
	Item/ lot 3
	
	Sub-total Price (as per column D or E in item 8)

	Bidder  1
	
	
	
	
	

	Bidder  2
	
	
	
	
	

	Bidder  3
	
	
	
	
	

	Bidder  4
	
	
	
	
	

	Bidder  5
	
	
	
	
	

	Grand Total ( on the basis of best offer per item/lot)
	


    Scenario 2. (with discount on multiple contracts):

	Bidder with best bid
	Item/lot 1


	Item/lot 2
	Item/ lot 3
	
	Sub-total Price (as per column D or E in item 8)

	Bidder  
	
	
	
	
	

	Bidder  
	
	
	
	
	

	Bidder  
	
	
	
	
	

	Bidder D (for a discount on multiple contract for a combination of lots/items)
	
	
	
	
	(discounted price)

	Bidder 
	
	
	
	
	

	Grand Total ( on the basis of best offer per item/lot)
	


[The possible scenarios will depend on the basis of discount that may be proposed for multiple    contracts by one or more bidders for all or a combination of individual lots/items which the Procuring Entity will consider. Only the best possible scenario should be indicated in this section].

10. Post Qualification of Bidders: [use Table if the 1st ranked is not post-qualified otherwise move to Section 11 directly)
	
	Post-Qualification should be on the basis of Pass/fail against each criterion and Bidders should satisfy all criteria

	Qualifications Criteria on a “must satisfy” basis.
	Bidder ranked 1st

	Bidder ranked 2nd,  if required
	Bidder ranked 3rd, if required
	
	Remarks

	Financial Capacity
	
	
	
	
	

	Experience and Technical Capacity
	
	
	
	
	

	Reference of sales volume and important customers
	
	
	
	
	

	Supplier’s past performance for same or similar product 
	
	
	
	
	


11.  Best Evaluated Bid(s):

On the basis of the evaluation as indicated above the best evaluated bid(s) is/are: [insert the name(s) of the bidder, the contract price(s) as quoted and the item(s) where award is per item. Use a Table, if necessary].

[ Procuring Entity letter head paper]

C.
Executive Summary of Bid Evaluation Report  (Works)

Contract No. [insert Procurement Reference Number]

1. Scope of contract: [describe briefly scope of works and services covered in the Invitation to Bid]
2. Procurement method used: [insert as appropriate: open advertised bidding (national or international), restricted bidding, direct procurement].

3. Date of Invitation of bids: [insert invitation date and name of national newspapers and international media]
4. Closing date for submission of bids: [insert time and date]
5. Date and place of opening of bids: [insert details]     

6. Number of bids received by closing date: [insert number]


7. Responsiveness of bids:

	Bidder’s Name
	A. Price at Bid Opening [insert currency and total bid price as announced at Bid Opening.]
	Responsive or not responsive

(Yes/No)
	Reasons why bids were not responsive

[Provide brief indications like Bid Security not submitted, Bid Validity not compliant, non-compliance with specification, major deviation/omission, unacceptable conditional offer, etc..]

	Bidder  1
	
	
	

	Bidder  2
	
	
	

	Bidder  3
	
	
	

	Bidder  4
	
	
	

	Bidder  5
	
	
	

	
	
	
	

	
	
	
	


8.     Price Comparison for Bids that is substantially responsive:

	[insert Bidder’s name]
	A. Price at Bid opening [insert currency and bid price as announced at Bid Opening]
	B. Bid Price  after corrections 
	C. Price after currency conversion

MUR

	D. Price after Adjustment

MUR
	E. Price after Margin of Preference
(if applicable)
	Ranking

	Bidder  1
	
	
	
	
	
	

	Bidder  2
	
	
	
	
	
	

	Bidder  3
	
	
	
	
	
	

	Bidder  4
	
	
	
	
	
	

	Bidder  5
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


9. Post Qualification of Bidders: [insert Table only where the best evaluated bidder fails the post- qualification, otherwise proceed directly to item 10].
	
	Post-Qualification should be on the basis of Pass/fail against each criterion and Bidders should satisfy all criteria

	Qualifications Criteria on a “must satisfy” basis.
	Bidder ranked 1st

	Bidder ranked 2nd,  if required
	Bidder ranked 3rd, if required
	
	Remarks

	Financial Capacity
	
	
	
	
	

	Experience and Technical Capacity
	
	
	
	
	

	Capacity to manage contract value based on annual turn-over
	
	
	
	
	[insert minimum annual turn- over required ]

	Past litigation history
	
	
	
	
	

	
	
	
	
	
	


10.  Best Evaluated Bid(s):

The best evaluated bid(s) is/are: [insert name of Bidder(s), the contract price(s) and the lot/parcel, where applicable. Use a Table, if necessary].  

[ Procuring Entity letter head paper]

D.
Executive Summary of Bid Evaluation Report (Security/Cleaning)

Contract No. and Title: [insert Procurement Reference Number]

1. Scope of contract: [describe briefly scope of services covered in the Invitation to Bid]
2. Procurement method used: [insert as appropriate: open advertised bidding, restricted bidding, direct procurement].

3. Date of invitation of bids: [insert invitation date and name of national newspapers]
4. Closing date for submission of bids: [insert time and date]
5. Date and place of opening of bids: [insert details]     

6. Number of bids received by closing date: [insert number]


7. Responsiveness of bids:

	Bidder’s Name
	Responsive or not responsive

(Yes/No)
	Reasons why bids were not responsive

[Provide brief indications Bid Validity not compliant, major deviation/omission, unacceptable conditional offer, etc..]

	Bidder  A
	
	

	Bidder  B
	
	

	Bidder  C
	
	

	Bidder  D
	
	

	Bidder  E
	
	

	
	
	

	
	
	


8.    Result of Technical Evaluation of bids that are substantially responsive:


Minimum pass marks, as set out in the Bidding Documents, is ..........

	Evaluation Markings
	Markings per Bidder

	Criteria (sample)
	Max. marks      
	Bidder
	Total marks

	Company Profile and Experience
	
	Bidder A
	

	Site Management./ Organizational. Approach
	
	Bidder B
	

	Manpower Policy, Recruitment and Training   
	
	Bidder C
	

	Supervision and Monitoring Mechanism   
	
	Bidder D
	

	Logistics
	
	Bidder E
	

	Total Marks
	
	Bidder F
	

	
	
	
	


9.  Price Comparison, as per the marking system as set out in the Bidding Documents, of those bidders that are substantially responsive and have satisfied the minimum pass marks.

	
	Monthly Rates Comparison in Rupees and Marks per site/ lot of sites

	List of sites/lots of sites
	Bidder .....
	Bidder .....
	Bidder ....
	Bidder ....
	Bidder .....

	
	Rate in Rs.
	Marks
	Rate in Rs.
	Marks
	Rate in Rs.
	Marks
	Rate in Rs.
	Marks
	Rate in Rs.
	Marks

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


10. Best Evaluated bid per site/lot of sites:

	
	Bidder .....
	Bidder .....
	Bidder ....
	Bidder ....
	Bidder .....
	Bidder with  best proposal per site/lot of sites

	List of sites/lots of sites
	 Tech +  Fin. Marks
	Tech +  Fin. Marks
	Tech +  Fin. Marks
	Tech +  Fin. Marks
	Tech +  Fin. Marks
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Discount for multiple contracts by a Bidder may only be entertained provided that the lumping of the technical marks and the marks computed after discounting the financial proposals of the said Bidder turns out to be the highest marks individually.

11. Post Qualification of Bidders:


Post Qualification Assessment should be shown for the Service Providers in the descending order of the highest markings until the required Service Provider (s) is/ are identified.


	
	Post-Qualification should be on the basis of Pass/fail against each criterion and Bidders should satisfy all criteria

	Qualifications Criteria on a “must satisfy” basis.
	Bidder ranked 1st

	Bidder ranked 2nd,  if required
	Bidder ranked 3rd, if required
	
	Remarks

	Financial Capacity
	
	
	
	
	

	Capacity to manage contract value based on annual turn-over
	
	
	
	
	[insert maximum contract value]

	Reference of important customers and past performance
	
	
	
	
	

	Adequacy of logistics
	
	
	
	
	

	Experience in executing  similar works
	
	
	
	
	


12.  Best Evaluated Bid(s): 
Following post qualification and taking into consideration the average annual turn-over of the Service Providers the best evaluated bid(s) is/are as follows: [indicate the name of the Service Provider, the lots or sites and the respective contract price. Insert Table where appropriate]. 
[ Procuring Entity letter head paper]

E.
Executive Summary of Bid Evaluation Report  (Consultancy)

Contract No. and Title: [insert Procurement Reference Number]

1. Scope of contract: [describe briefly scope of services covered in the Invitation to Bid]
2. Procurement method used: [insert as appropriate: Shortlisted following Expression of Interest or direct procurement].

3. Date of invitation of bids: [insert name of national newspapers and international media used for Expression of Interest and date of publication, date Request for Proposal issued to short-listed consultants]
4. Closing date for submission of bids: [insert time and date]
5. Date and place of opening of  bids: [insert time and date]     

6. Number of bids received by closing date: [insert number]
7. Selection method: [insert as appropriate: Quality cost based selection, Quality based selection, Best technical proposal on a fixed budget basis, Least cost and acceptable Technical proposal Basis]


8. Responsiveness of bids:

	Bidder’s Name
	Responsive or not responsive

(Yes/No)
	Reasons why bids were not responsive

[Provide brief indication of incomplete submission, major deviation/omission, unacceptable conditional offer, etc.]

	Bidder  A
	
	

	Bidder  B
	
	

	Bidder  C
	
	

	Bidder  D
	
	

	Bidder  E
	
	

	
	
	

	
	
	


9.    Result of Technical Evaluation of bids that are substantially responsive:


Minimum pass marks, as set out in the Bidding Documents, is ..........

	Evaluation Markings
	Markings per Bidder

	Criteria (sample)
	Max. marks      
	Bidder
	Total marks

	Specific Experience of the Consultants to the Assignment
	
	Bidder A
	

	Adequacy of proposed methodology and work 
	
	Bidder B
	

	Key Professional staff qualifications and competence   
	
	Bidder C
	

	Suitability of transfer of knowledge   
	
	Bidder D
	

	Participation of nationals among proposed key staff
	
	Bidder E
	

	Total Marks
	
	Bidder F
	

	
	
	
	


10.  Price Comparison, as per the marking system [applicable for Quality and cost basis selection only] as set out in the Bidding Documents of those bidders that are substantially responsive and have satisfied the minimum pass marks.


Maximum marks allocated for the financial proposal:  ................

	[insert Bidder’s name]
	A. Price at Bid opening [insert currency and bid price as announced at Bid Opening]
	B. Bid Price  after corrections 
	C. Price after currency conversion

MUR

	Marks



	Bidder  1
	
	
	
	

	Bidder  2
	
	
	
	

	Bidder  3
	
	
	
	

	Bidder  4
	
	
	
	

	Bidder  5
	
	
	
	

	
	
	
	
	


11. Best Evaluated Proposal [Table applicable for Quality and Cost selection basis]:

	List of Responsive Bidder
	Technical

Marks out of

.......
	Financial

Marks out of .....
	Total 

Marks out of 100
	Ranking

	Bidder  1
	
	
	
	

	Bidder  2
	
	
	
	

	          Bidder  3
	
	
	
	

	          Bidder  4
	
	
	
	

	          Bidder  5
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


12. Pre-contract negotiation:


[Pre-contract negotiation is carried out with the best ranked Consultant. In case the discussion does not result in the conclusion of a contract negotiation should start with the next ranked bidder and so on until a deal is reached with a bidder.]
Pre-contract negotiation has been carried out on the following criteria prior to finalisation of contract.  
	Scope of  Negotiation      (sample)
	Bidder ranked 1st

	Bidder ranked 2nd,  if required
	Bidder ranked 3rd, if required
	
	

	Technical Approach 

and methodology
	
	
	
	
	

	Work Plan and Organization
	
	
	
	
	

	Availability of Key persons and staffing
	
	
	
	
	

	Comments on TOR, facilities, logistics
	
	
	
	
	

	Reporting and deliverables
	
	
	
	
	

	Payments and Taxes
	
	
	
	
	


13.  Best Evaluated Bid:

The best evaluated bid is from  [insert name of Bidder] at the contract price of [insert amount as announced at the Bid Opening and corrected due to arithmetical errors, if applicable.] for Consultancy Services on the basis of the [highest marks, best quality or least price as appropriate]. 
� Price after corrections due to arithmetic errors.


� Evaluated Price after allowing for other factors such as Priced omission/deviations, local cost for delivery to warehouse, operational costs, performance criteria, cost carried forward for spares etc..as applicable.


� Price after corrections due to arithmetic errors.


� Evaluated Price after allowing for other factors such as priced omission/deviations, alternative completion date if allowed, alternative bid if allowed, specific criteria wrt to plant and services  etc.,.as applicable.


�  Bids may not be responsive on account of incomplete bids, non-compliance with scope of works or unacceptable commercial conditions.


� Price after corrections due to arithmetic errors.






