MINUTES OF THE 1ST (insert name of procuring entity) PROCUREMENT COMMITTEE MEETING HELD ON 11th June, 2021 IN THE BOARDROOM AT 09:00 HOURS
PRESENT 
Chairperson 

Insert name and designation
Members

1. Insert name and designation
2. Insert name and designation
3. Insert name and designation
4. Insert name and designation 
5. Insert name and designation






Secretary
Insert name and designation
Apologies (if any)

Insert name and designation 

In Attendance

Insert name and designation
Notes

1. The quorum at a meeting of a procurement committee shall be half of its members in line with Section 30 (2) of the Public Procurement Act No. 8 of 2020 (PPA).
2. The composition of the Procurement Committee will be in accordance with section 27(1) of the Public Procurement Act No. 8 of 2020.
3. Proxies should attend in line with Section 30 (4) and (5) of the PPA.
4. The names which come under In Attendance are those who are not appointed members but whose presence may be desirable, e.g. Buildings Officer when the one of the tenders under consideration relates to civil works and technical queries are anticipated.

5. Tenure of the procurement committee members appointed by the controlling officer/chief executive officer should be in line with section 29 of the Public Procurement Act No. 8 of 2020. 
(The details given herein are for illustration purposes ONLY. Indicate the appropriate details and give as much information as possible)
1.0 WELCOMING REMARKS 

(State Chairperson’s opening remarks)
The chairperson welcomed the members present and called the meeting to order at 09:05hrs. He reminded the members to stick to the agenda and be precise in their submissions.

2.0 ADOPTION OF THE AGENDA

The agenda was adopted as presented (or indicate amendments, if any)

3.0 DECLARATION OF INTEREST

(State declarations of interest, if any)
4.0 CONSIDERATION OF THE MINUTES OF THE 1ST (insert name of the procuring entity) PROCUREMENT COMMITTEE MEETING HELD ON 21ST MAY, 2021 IN THE BOARD ROOM AT 09:30 HOURS

4.1 Corrections

Page 16, Paragraph 5, Line 2, delete “chairman” and insert “Chairperson” thereof;

e.t.c., e.t.c., ………………………………………………………………………………

…………………………………………………………………………………………..

After the above corrections, Mrs.  Muyunda proposed to adopt the minutes as a true record of the proceedings and was seconded by Mr.  Banda.

4.2 Decided

That the minutes of the (insert name of the procuring entity) Procurement Committee meeting held on 21st May, 2021 be and are hereby adopted as a true record of the proceedings.

4.3 Matters Arising 

(During review of the minutes, members may want to know the actions taken following the decisions made in previous meetings, etc. It is necessary to capture the given status here. This is where information such as status regarding Attorney General and Accountant General clearance and approval for the Price Reasonableness Analysis by the Zambia Public Procurement Authority (ZPPA) where applicable, should be indicated too.)
5.0 CONSIDERATION OF THE DAYS BUSINESS

(The details given here are for illustration purposes ONLY. Indicate the appropriate details and give as much information as possible)

5.1 Request for authority to procure (state the procurement requirement), or Information on the authority granted by the Procurement Committee, through circulation, to (state the procurement requirement) 
5.1.1 Introduction 

(Give a summary of the request), e.g.

The Director Telecommunications sought authority of the Procurement Committee to award the contract for the supply and delivery of twenty (state the procurement requirement) to (state name of recommended supplier) at their tender sum of (state amount).
or
The Manager – Procurement informed the Procurement Committee of the authority granted to the Director Telecommunications, through circulation, to award the contract for the supply and delivery of twenty (state the procurement requirement) to (state name of recommended supplier) at their tender sum of (state amount).
5.1.2 Background 

(Give a brief background to the request stating the reason for buying)

In the Purchase Requisition dated (insert date), the Director Telecommunications submitted an application to the Procurement Unit to procure (state the procurement requirement). The Director Telecommunications further stated that the equipment was for use in Zam Z expansion programme in the department as the existing computers and printers outlived their usefulness and needed immediate replacement. 

State the estimated cost on the purchase requisition, and if the requisition was fully approved. 

Was the purchase requisition accompanied by a complete, concise and unambiguous statement of requirements? Where appropriate state the specifications.
5.1.3 Sourcing
· (State how the sourcing was done [e.g.  limited bidding, open tender,  direct bidding, simplified bidding or other method. Also state justification if not open competitive bidding.
· State the mode of inviting the tender i.e. emphasis should be made on inviting the tender on the e-GP system to encourage PEs to use the system in line with section 16(1) and (2) of the Public Procurement Act No. 8 of 2020.

· State the dates when the tenders were invited and the closing dates for receipt of the bids i.e. the minutes to show the floatation period.
· State the number and names of suppliers invited to participate in the tender; this may include how the shortlist was developed in line with regulation 108(4) of the Public Procurement Regulations, 2011.
· State the number and names of suppliers who responded and state their bid sums.)

Enquiries were sent to the following suppliers on dd/mm/yyyy:

i) A

ii) B

iii) C

iv) D

v) E

(List all the suppliers contacted except under open tender methods) 

Only four (04) suppliers submitted their quotations on dd/mm/yyyy as follows:

i) A



ii) B 


iii) C


iv) D


(List the suppliers who responded and tender sums were applicable.

           Read-out details should be in accordance with regulation 63(7) of the Public Procurement Regulations, 2011.)
5.1.4 Evaluation

· (Information should be provided on the appointment of evaluation committee i.e. the appointing authority for the evaluation committee, composition of the committee and dates of the sittings of the committee.
· Mode of evaluation i.e. the emphasis should be on evaluation of the tenders through the e-GP system.
· Comparisons of all the received bids/quotations in order to select the most suitable supplier bidder.
· Evaluation should be done in three or four phases: Preliminary, Technical and Commercial & Financial or Preliminary, Technical, Commercial & Financial, and Post Qualification.
· The choice of evaluation method shall be determined by the type, value and complexity of the procurement requirement.
· The methodology and criteria to be used in the evaluation of bids should be as stated in the solicitation document.
· No methodology or criteria other than those stated in the solicitation document shall be taken into account and all criteria should be applied equally to all bids) 
Evaluation was conducted in four stages namely preliminary, technical, commercial & financial.

a) Preliminary Examination 
(This aims at checking the completeness of the supplier[s]’ bid/or quotation. Include the eligibility requirements in Section 89 of the PPA)

The preliminary examination was undertaken as shown in Table 1.

Table 1: 
Preliminary Evaluation
	No
	Description 
	Bidders

	
	
	A
	B
	C
	D

	1
	Signed bid form/quotation
	Y
	N1
	Y
	Y

	2
	Certificate of Registration 
	Y
	Y
	N2
	Y

	3
	Vat certificate 


	Y
	Y
	Y
	Y

	4
	Supplier category as required (Citizen, Local or international) indicate category and whether eligible or not
	Y
	Y
	Y
	Y

	5
	Social Security Contributions
	Y
	Y
	Y
	Y

	6
	Quotation validity
	Y
	Y
	Y
	Y

	
	Responsiveness 
	YES
	NO
	NO
	YES


KEY

Y
=
Complied

N
=
Not complied

YES
=
Responsive

NO
=
Non-responsive

(A responsive bid is one which substantially meets all the requirements)

Notes on preliminary examination
· N1 – B was deemed non-responsive for not submitting a signed quotation/bid.

· N2 – C did not provide a VAT certificate and was therefore deemed to be non-responsive at the preliminary stage.

· (All bidders/suppliers who are deemed to be non-responsive should be disqualified and should therefore not be considered for further evaluation.
· Reasons for disqualification must be stated and should be used during debriefing.)

b) Technical Evaluation 
(This aims at checking the suppliers/bidders responsiveness in terms of meeting the minimum technical specifications)
The technical evaluation was undertaken as shown in Table 2.

Table 2: Technical Evaluation - Computers

	No


	Description
	Bidder

	
	
	A
	D 

	1
	Pentium IV
	Y
	Y

	2
	3.06 GHz processor
	Y
	Y

	3
	512 RAM
	Y
	Y

	4
	80Gb hard disk
	Y
	Y

	5
	52x DVD/CD-RW combo drive
	Y
	Y

	6
	Windows Vista Professional
	Y
	Y

	7
	56k internal modem
	Y
	Y

	8
	10/100 Ethernet card
	Y
	Y

	9
	Standard keyboard
	Y
	Y

	10
	Optical scroller mouse
	Y
	Y

	11
	5.1 channel speakers
	Y
	Y

	
	RESPONSIVENESS
	YES
	YES


(Provide the detailed specification in the column for Description)
Notes on technical evaluation for computers

· Both suppliers (i.e. A & D) met the minimum technical specifications and were considered in the next stage of evaluation.

(State the reasons for disqualification, if any. Any supplier who substantially deviates from the minimum technical specifications should be disqualified)

c) Commercial Evaluation 

(This aims at checking the supplier(s) competitiveness in terms of warranty, after sales service, delivery and other commercial terms)

The commercial evaluation was undertaken as shown in Table 3.

Table 3: Commercial Evaluation

	Description
	Bidder

	
	A
	D

	(State the commercial terms that were in the solicitation document) 

Warranty: 6 - 12 months
	12 months
	6 months

	Delivery period: 2-3 weeks
	2 – 3 weeks
	4 – 6 weeks

	Payments terms: 30 days after delivery
	30 days after delivery
	75% advance payment

	RESPONSIVENESS
	YES
	NO

	Corrections of arithmetic errors
	Nil
	

	Total amount VAT incl.
	K 149,365,880.18
	

	Ranking
	1
	

	 (Rank the bidders accordingly to the corrected bid sums, the lowest being No. 1)
	
	




Notes on commercial evaluation
(State the reasons for disqualification, if any. Any supplier who substantially deviates from the requirements should be disqualified. State any other observations.)
d) Financial Evaluation
(This aims at checking the supplier(s) competitiveness in terms of price)

Table 4: Financial Evaluation

	Description
	Bidder

	
	A

	Corrections of arithmetic errors
	

	Check if all requirements have been priced
	

	Discounts, if any
	

	Total amount (VAT inclusive if bidder is registered for VAT)
	

	Ranking (Rank the bidders accordingly to the corrected bid sums, the lowest being No. 1)
	


Notes on Financial evaluation

· Arithmetic check and corrections in line with regulation 67(3) and (4) of the Public Procurement Regulations, 2011.
· Discounts should be applied in line with regulation 72 of the Public Procurement Regulations, 2011.
· State any other observations.

· State amount of funds available for the procurement.
5.1.5 Price Benchmark with the Market Price Index

(Benchmark the price for the lowest evaluated with the Market Price Index using the range provided in the ZPPA Circular No. 5 of 2021).
Or
Price Reasonableness Analysis 
(Carry out Price Reasonableness Analysis showing the tables as per format in the ZPPA Circular No. 5 of 2021 if the item is not covered under the Market Price Index). 

5.1.6 Recommendation

(State what was recommended. Mention the recommended supplier, amount and reason for award), e.g,

It was recommended that the Director Telecommunications be granted authority of the Procurement Committee to procure (state the procurement requirement) from (state name of recommended supplier), the lowest evaluated supplier at a total cost of (state the recommended supplier’s bid sum). 
5.1.7 
Remarks from Members 

(State comments from members of the Procurement Committee, if any).

5.1.8 Decided

(State the decision made by the meeting. If approval has been granted, state the approved supplier, amount), e.g,
That the Director Telecommunications be and is hereby granted authority of the Procurement Committee to procure (state the procurement requirement) from (state name of recommended supplier), the lowest evaluated supplier, at a total cost of (state the recommended supplier’s bid sum);
That the request by the Director Telecommunications to procure (state the procurement requirement) from (state name of recommended supplier) at a total cost of (state the recommended supplier’s bid sum) be and is hereby rejected as (state reasons for rejection);
That the Director Telecommunications be and is hereby granted authority of the Procurement Committee to procure (state the procurement requirement) from D at a total cost of (state the recommended supplier’s bid sum) subject to (state conditions applicable to the approved submission e.g. approval of the Price Reasonableness Analysis by the ZPPA); or 
That the authority granted to the Director Telecommunications, through circulation, to procure (state the procurement requirement) from (state name of recommended supplier), the lowest evaluated supplier, at a total cost of (state the recommended supplier’s bid sum), be and is hereby noted. 
5.2 Request for authority to award a contract for consulting services for (state the procurement requirement), or Information on the authority granted by the Procurement Committee, through circulation (if for information), to (state the procurement requirement) 
5.2.1 Introduction 

The Director – Technical Services, sought authority from the Procurement Committee to award a contract for consulting services for the development of guidelines for undertaking environmental impact assessment, to PC Limited at their tender sum of K2,868,854.00. 

5.2.2 Background
5.2.2.1 On (insert date), the Director- Technical Services, requested for the engagement of a consultant to develop guidelines for undertaking environmental impact assessment. The purchase requisition was accompanied by Terms of Reference (provide some detail of the Terms of Reference).
5.2.2.2 The end user’s estimated cost for the assignment was (insert amount).
5.2.2.3 The Chief Finance Officer confirmed availability of funds and the Executive Director approved the requisition.

5.2.2.4 On (insert date(s)), the Procurement Unit published an invitation for expressions of interest, in the Daily Mail and Times of Zambia.
5.2.3 Expression of Interest
5.2.3.1 The prospective consultants were expected to satisfy the following criteria in expression of interest:

Insert criterial for expression of interest
5.2.3.2 The deadline for expression of interest was (insert date) at 10:00 hours local time.
5.2.3.3 The following expressions of interest were received:

a) PC Limited;

b) DT Limited;

c) EY Limited;

d) GT Limited; and

e) KG Limited.
5.2.3.4 The Executive Director appointed the following officers to evaluate the expression of interest:

· (Information should be provided on the appointment of evaluation committee i.e. the appointing authority for the evaluation committee, composition of the committee and dates of the sittings of the committee.

· Mode of evaluation i.e. the emphasis should be on evaluation of the tenders through the e-GP system.

· Comparisons of all the applications to develop a shortlist of best 3-6 applicants that meet the requirements in accordance with regulation 80 of the Public Procurement Regulations.

· The methodology and criteria to be used in the evaluation of bids should be as stated in the solicitation document.

· No methodology or criteria other than those stated in the solicitation document shall be taken into account and all criteria should be applied equally to all bids) 
5.2.3.5 The evaluation of the expression of interest was undertaken, on a yes or no basis, as follows:

Table 1: Evaluation of Expression of Interest (for illustration purposes only)
	Criteria
	Name of Bidder

	Description
	PC
	DT
	EY
	GT
	KG

	Experience of two years in drafting guidelines
	Y
	Y
	N
	Y
	N

	Possess a valid tax clearance certificate
	Y
	Y
	Y
	Y
	Y

	Possess a social security contributions certificate
	Y
	Y
	Y
	Y
	Y

	Responsiveness
	Yes
	Yes
	No
	Yes
	No


Key
Y- Complied

N- Not Complied
Yes- Responsive

No-Non-Responsive
5.2.3.6 The Evaluation Committee recommended the following shortlist for approval by the Procurement Committee:
i. PC Limited;

ii. DT Limited; and

iii. GT Limited.

5.2.3.7 On (insert date), the Procurement Committee approved the shortlist and the Request for Proposal Document.
5.2.3.8 The selection method used was Quality and cost-based Selection (QCBS).
(The selection method will be as determined by the procuring entity according to regulation 83(2) of the Public Procurement Regulations, 2011 e.g Quality and cost-based selection, Least-cost selection, Quality-based Selection, Fixed-budget selection or selection based on consultants qualifications) 
5.2.4 Request for Proposals
5.2.4.1 On (insert date), the Procurement Unit invited Request for Proposals from the shortlisted consultants as follows:

i.    PC Limited;

ii.       DT Limited; and
iii. GT Limited.

5.2.4.2 The closing date for submission of technical and financial proposals was (insert date) at 10:00 hours local time.
5.2.4.3 The tender closed on (insert date) at 10:00 hours local time, and the following proposals were received.

Table 2: Proposals Received

	No. 
	BIDDER
	TECHNICAL PROPOSAL
	FINANCIAL PROPOSAL

	1.
	PC Limited
	1 Original 

3 Copies
	Submitted

	2. 
	DT Limited
	1 Original 

3 Copies 
	Submitted

	3.
	GT Limited
	1 Original 

3 Copies 
	Submitted


5.2.4.4 On (insert date), the Executive Director appointed the following officers to evaluate the proposals received:

Insert a list of appointed officers, composition of the committee and dates of the sittings of the committee.
5.2.5 Evaluation of Technical Proposals 

The evaluation of the technical proposals included the following:
i. Preliminary evaluation;

ii. Technical evaluation; and

iii. Assessment of the strengths and weaknesses of the consultants.

a) Preliminary Evaluation

The Preliminary Evaluation was undertaken as shown in table 3.

Table 3: Preliminary Evaluation
Insert preliminary examination criteria, as was indicated in the Solicitation Document

	Criteria 
	BIDDER

	
	PC Limited
	DT Limited
	GT Limited

	Signed Power of Attorney
	Y
	Y
	Y

	Etc
	Y
	Y
	Y

	Responsiveness
	
	
	



Key

Y – Complied


Yes – Responsive
Comment on Preliminary Evaluation

All three bidders were responsive at preliminary evaluation and proceeded to technical evaluation. 

b) Technical Evaluation

i. The minimum qualifying score was set at 80.
ii. Each evaluator individually scored the bidders. An average score was then obtained for each bidder.
iii. The technical evaluation was undertaken as shown in table 4.

	Table 4: Technical Evaluation (for illustration purposes only)

	Criteria
	Description
	Sub-Criteria
	Sub Points
	Total Points
	Bidders

	
	
	PC Limited
	 DT Limited
	GT Limited

	Evaluators
	1
	2
	3
	4
	5
	1
	2
	3
	4
	5
	1
	2
	3
	4
	5

	Specific experience of the consultant (as a firm) relevant to the Assignment
	Consultant must have carried out at least one independent audit of web based financial system and data centres
	
	5.0
	
	5.0
	5.0
	5.0
	5.0
	5.0
	4.0
	5.0
	5.0
	5.0
	4.0
	4.0
	5.0
	4.5
	5.0
	4.0

	
	Sub total
	5.0
	5.0
	5.0
	5.0
	5.0
	5.0
	4.0
	5.0
	5.0
	5.0
	4.0
	4.0
	5.0
	4.5
	5.0
	4.0

	Adequacy and quality of the proposed methodology, and work plan in responding to TOR
	
	
	5.0
	
	5.0
	4.0
	4.5
	5.0
	5.0
	2.5
	4.0
	4.0
	4.0
	4.0
	4.0
	4.0
	4.5
	4.0
	5.0

	
	Sub total
	5.0
	5.0
	4.0
	4.5
	5.0
	5.0
	2.5
	4.0
	4.0
	4.0
	4.0
	4.0
	4.0
	4.5
	4.0
	5.0

	Qualifications and competence for the key staff for the  assignment


	Team Leader


	General Qualifications
	4.5
	
	4.5
	4.5
	4.0
	4.0
	4.5
	4.5
	4.5
	4.5
	4.0
	4.5
	3.5
	3.5
	2.0
	3.0
	2.0

	
	
	Adequacy for the assignment
	10.5
	
	10.5
	10.5
	10.5
	8.0
	10.5
	7.0
	7.0
	10.0
	7.0
	9.0
	8.5
	10.5
	9.0
	8.0
	10.5

	
	Sub-total
	15.0
	15.0
	15.0
	14.5
	12.0
	15.0
	11.5
	11.5
	14.5
	11.0
	13.5
	12.0
	14.0
	11.0
	11.0
	12.5

	
	Senior IT Auditor
	General Qualifications
	4.5
	
	4.5
	4.0
	4.0
	3.0
	4.5
	4.5
	3.5
	4.0
	4.0
	4.5
	4.0
	4.0
	4.0
	3.5
	4.5

	
	
	Adequacy for the assignment
	10.5
	
	10.5
	9.0
	10.0
	6.5
	10.0
	7.0
	6.5
	9.0
	7.0
	10.0
	8.0
	8.5
	10.0
	7.0
	10.0

	
	Sub total
	15.0
	15.0
	13.0
	14.0
	9.5
	14.5
	11.5
	10.0
	13.0
	11.0
	14.5
	12.0
	12.5
	14.0
	10.5
	14.5

	
	Senior Security/Data Centre Audit Expert
	General Qualifications
	4.5
	
	4.5
	4.5
	4.0
	4.0
	4.5
	3.0
	3.0
	3.0
	3.0
	1.0
	4.5
	4.5
	3.5
	4.0
	4.5

	
	
	Adequacy for the assignment
	10.5
	
	10.5
	9.0
	9.5
	7.0
	10.0
	7.0
	6.0
	9.0
	8.0
	6.0
	10.5
	10.5
	9.0
	10.0
	8.0

	
	Sub total
	15.0
	15.0
	13.5
	13.5
	11.0
	14.5
	10.0
	9.0
	12.0
	11.0
	7.0
	15.0
	15.0
	12.5
	14.0
	12.5

	
	Senior Procurement Expert
	General Qualifications
	3.0
	
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0

	
	
	Adequacy for the assignment
	7.0
	
	7.0
	7.0
	6.5
	6.0
	5.0
	2.0
	2.0
	6.5
	4.0
	1.0
	2.0
	5.5
	6.5
	5.0
	5.0

	
	Sub total
	10.0
	7.0
	7.0
	6.5
	6.0
	5.0
	2.0
	2.0
	6.5
	4.0
	1.0
	2.0
	5.5
	6.5
	5.0
	5.0

	
	Certified Ethical Hacker (CEH)
	General Qualifications
	4.5
	
	3.5
	4.5
	4.5
	4.5
	2.0
	4.5
	4.0
	4.5
	4.5
	4.5
	3.5
	2.5
	3.5
	3.0
	4.5

	
	
	Adequacy for the assignment
	10.5
	
	10.5
	9.5
	10.0
	9.0
	10.0
	8.0
	9.0
	10.0
	9.5
	8.0
	10.5
	8.5
	9.0
	9.0
	10.5

	
	Sub total
	15.0
	14.0
	14.0
	14.5
	13.5
	12.0
	12.5
	13.0
	14.5
	14.0
	12.5
	14.0
	11.0
	12.5
	12.0
	15.0

	
	Support Auditor 1
	General Qualifications
	1.5
	
	1.5
	1.5
	1.5
	1.5
	1.0
	1.5
	1.5
	1.5
	1.5
	1.5
	1.5
	1.5
	1.5
	1.5
	1.5

	
	
	Adequacy for the assignment
	3.5
	
	3.5
	3.0
	3.0
	3.0
	3.0
	2.5
	3.0
	3.0
	3.0
	3.0
	3.5
	2.5
	3.0
	3.5
	3.0

	
	Sub total
	5.0
	5.0
	4.5
	4.5
	4.5
	4.0
	4.0
	4.5
	4.5
	4.5
	4.5
	5.0
	4.0
	4.5
	5.0
	4.5

	
	Support Auditor 2
	General Qualifications
	1.5
	
	1.5
	1.5
	1.5
	1.0
	1.5
	1.5
	1.5
	1.5
	1.5
	1.5
	1.5
	1.0
	1.5
	1.5
	1.5

	
	
	Adequacy for the assignment
	3.5
	
	2.5
	3.0
	3.0
	3.0
	2.0
	2.5
	3.0
	3.0
	3.5
	3.0
	2.5
	3.0
	3.0
	3.0
	3.5

	
	Sub total
	5.0
	4.0
	4.5
	4.5
	4.0
	3.5
	4.0
	4.5
	4.5
	5.0
	4.5
	4.0
	4.0
	4.5
	4.5
	5.0

	Transfer of Knowledge(training) program
	5.0
	3.0
	4.0
	3.0
	4.0
	3.0
	1.0
	1.0
	1.0
	3.0
	2.0
	4.5
	4.5
	4.0
	5.0
	5.0

	Participation of nationals among proposed Key Experts
	5.0
	3.0
	2.0
	2.9
	3.5
	3.0
	0.5
	0.7
	0.7
	0.5
	1.0
	3.0
	3.0
	2.1
	2.0
	3.0

	Total
	100
	91.0
	86.5
	87.4
	78.0
	84.5
	 63.5
	65.2
	80.2
	73.0
	68.5
	79.5
	82.5
	80.6
	78.0
	86

	Average Total Score
	85.48
	 70.08
	81.32


Key 

(a) 1, 2, 3, 4 and 5 
= Scores given by evaluators

(b) Total = 
Total score for each consultant given by each evaluator  

Comments on technical evaluation
Insert comments regarding the observations made during scoring by the evaluators

c) Strengths And Weaknesses
Table 5 below provides the strengths and weaknesses for each consultant.
Table 5: Strengths and Weaknesses
(Insert strengths and weaknesses for each bidder)
	Bidder
	Strengths
	Weaknesses

	PC Limited
	
	

	  DT Limited
	
	

	GT Limited

	
	


Comment on Technical Evaluation

Insert comments on technical evaluation, including observations for precontract negotiations. 

5.2.5.1 On (insert date), the Procurement Committee approved the technical evaluation, and granted authority to open the financial proposals for the bidders that scored above the minimum score of 80%.
5.2.6 Financial Opening
5.2.6.1 On (insert date), the financial proposals were opened in the presence of the consultants that chose to attend.

5.2.6.2 The financial proposals were read out as shown in table 6.

Table 6: Financial Proposals

	BIDDER
	TECHNICAL SCORE (%)
	FINANCIAL PROPOSAL
	BID SUM (K)

	PC Limited
	85.48
	1 Copy
	Financial Proposal (insert amount), estimated local indirect taxes (insert amount)

	GT Limited
	81.32
	1 Copy 
	Financial Proposal (insert amount)

estimated local indirect taxes (insert amount)


5.2.6.3 On (insert date), the Executive Director appointed the following officers to evaluate the financial proposals received:

Insert a list of appointed officers, composition of the committee and dates of the sittings of the committee.
5.2.7 Evaluation of Financial Proposals
The financial proposals were evaluated as shown in table 7.
a) Arithmetic check

Table 7: Arithmetic Check

	Criteria 

	
	PC Limited (K)
	GT Limited
(K)

	Completeness of bid 
	Remuneration
	
	

	
	Reimbursables
	
	

	Total Cost of Proposal
	
	

	Error (VAT Exclusive)
	
	

	Corrected Total cost 
	
	

	Indirect Local Taxes Estimates (VAT @ 16%)
	
	

	Total Corrected Cost
	
	

	Read out Bid Sum
	
	

	Arithmetic Error
	
	


Comments on arithmetic check
Insert comments on arithmetic check, and the procedure followed in corrections of errors, omissions, etc.
b) Financial Scores

i. The financial scores were computed using the formula below:

 


Sf = 100 x Fm/F where:

· Sf is the financial score;

· Fm is the lowest bid sum; and

· F is the bid sum of the proposal under consideration.


ii. Compute the financial score for each Consultant

iii. The financial scores are summarized as shown below:

Table 8:
Financial Scores (for illustration purposes only)
	NO
	FIRM
	READ-OUT BID SUM
	ARITHMETIC ERROR
	CORRECTED BID SUM
	FINANCIAL SCORE

	1
	PC Limited
	K2,868,854.00
	Nil
	K2,868,854.00
	100.00

	2
	GT Limited
	K2,981,981.00
	K1,865.35
	K2,983,846.35
	96.15


5.2.8 Combined Proposals Evaluation
The combined technical and financial scores were computed using the formula below: 

S = (St x T) + (Sf x P) where:

· S is the combined technical and financial score;

· St is the technical score;

·  T is the weight given to the technical score (0.80);

· Sf is the financial score; and

· P is the weight given to the financial score (0.20).

The combined technical and financial scores were computed as shown in table 8.

Table 9: Combined Technical and Financial Scores (for illustration purposes only)
	NO.
	FIRM
	TECHNICAL EVALUATION
	FINANCIAL EVALUATION
	COMBINED EVALUATION

(St x T) 

+ 

(Sf x P)
	RANK

	
	
	Technical Score

(St)
	Weighted Technical Score

(St x T)
	Financial score

(Sf)
	Weighted Financial Score

(Sf x P)
	
	

	1
	PC Limited
	85.48
	68.38
	100
	20
	88.38
	1

	2
	DT Limited
	81.32
	65.06
	96.15
	19.23
	84.29
	2



Comments on Combined Technical and Financial Evaluation
(Insert comments on combined technical and financial evaluation including a benchmarked price with the Market Price Index or a Price Reasonableness Analysis).
5.2.9 Recommendation
It was recommended that the Procurement Committee grants the Director-Technical Services authority to award a contract for consulting services for the development of guidelines for undertaking environmental impact assessment, to PC Limited at their tender sum of K2,868,854.00.. 
(Note that according to regulation 99(7) of the Public Procurement Regulations, a financial evaluation report should be submitted to the approvals authority for prior authorization, before proceeding with the negotiations, where required, or the award of the contract.)
5.2.10 Remarks by members of the Procurement Committee
Insert remarks by members of the procurement committee if any
5.2.11 Decided

That authority be, and is hereby, granted to the Director-Technical Services to award a contract for consulting services for the development of guidelines for undertaking environmental impact assessment, to PC Limited at their tender sum of K2,868,854.00. 

6.0 CHAIRPERSON’S CLOSING REMARKS
(State the Chairperson’s closing remarks and the time the meeting ended)

_______________






_____________

Insert name 







Insert name


CHAIRPERSON
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