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	Standard Request 
for Proposal

Selection and Employment of Individual Consultants
Public Procurement Regulatory Authority

P. O. Box 2865,

Dodoma.

October, 2019



Preface

Selection and Employment of Consultants under public financed projects is carried out in accordance with policies and procedures laid down in the Public Procurement Act No. 7 of 2011 as amended in 2016 and the Public Procurement Regulations, 2013 – Government Notice No. 446 as amended in 2016 (hereinafter called Procurement Regulations).
This Standard Request for Proposal document has been prepared by the Public Procurement Regulatory Authority (PPRA) to assist Procuring Entities (PEs) in the Selection and Employment of Individual Consultants through International Competitive Selection (ICS) and National Competitive Selection (NCS). This document shall be used when a PE wishes to select an individual Consultant for simple assignments for which remuneration is being determined on the basis of the work and time actually spent by the Consultant in carrying out the services.
The procedures and practices presented in this document have been developed through broad international experience, and are mandatory for use in public projects that are financed in whole or in part by public funds in accordance with the provisions of the PPA 2011 and the Public Procurement Regulations.

To obtain further information on procurement under public financed projects, contact:

Chief Executive Officer

Public Procurement Regulatory Authority

P. O. Box 2865,

Dodoma.

Tel: +255 026 2963854

e-mail: ceo@ppra.go.tz
Link to Website: http://www.ppra.go.tz
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ABBREVIATIONS AND ACRONYMS

ICS

International Competitive Selection

PE

Procuring  Entity



NCS

National Competitive Selection


PPRA

Public Procurement Regulatory Authority


RFP

Request for Proposals


CV

Curriculum Vitae

ToR

Terms of Reference

[Insert Name of Procuring Entity]

[Insert Logo]

[Insert bid identification number]
for

[Insert title or brief description of the project or consulting assignment] 

Invitation for Expression of Interest
Date: [insert date]

1. This invitation for Expression of Interest (EoI) follows the General Procurement Notice (GPN) which appeared in [insert media] Issue no. [Insert the issue No.] dated [insert dates of issue of GPN].
2. The Government of the United Republic of Tanzania has set aside funds for the operation of the [insert the name of the Procuring Entity (PE)] during the financial year [insert the year under financing]. It is intended that part of the proceeds of the fund will be used to cover eligible payment under the contract for the [insert the name of the contract].
Or

The [insert name of PE] received/has applied for/intends to apply for a [loan/credit /grant] from the [name of financing institution] towards the cost of [insert name of program/project], and it intends to apply part of the proceeds of this [loan/credit/grant] to cover eligible payments under the contract for [insert name of contract].

3. The [insert name of PE] now invites eligible [insert either “individual consultants” or “firms”]to indicate their interest in providing the services which include [insert brief description, and implementation period]. 

4. Interested [insert either “individual consultants” or “firms”]must provide information indicating that they are qualified to perform the services by submitting updated CV’s, description of similar assignments, experience in similar conditions and relevant skills. Interested individual consultants must also submit Financial Proposal in writing.
5. You are requested to submit your written expression of interest, one original detailed Curriculum Vitae (CV) and Financial Proposal plus[insert number of copies]of detailed CV and Financial Proposal in writing by [insert day, date] at [insert time] hours local time. The Detailed CV and Financial Proposal shall each be enclosed in a separate envelope and marked “Detailed CV” and “Financial Proposal” respectively. The two envelopes shall then be enclosed in a single envelope and marked “Proposal for the [insert title or brief description of the services]” and submitted to the following address:
The Secretary Tender Board,

[Insert name of procuring Entity],

[Insert physical address of the procuring entity].

6. The opening of CVs shall take place immediately after the deadline for submission, at the [insert physical address where the opening of CV’s will take place]. Applying individual consultants are invited to attend the opening ceremony.
7. A consultant will be selected in accordance with the procedures set out in the Public Procurement Act No. 7 of 2011 as amended in 2016 and the Public Procurement Regulations, 2013 – Government Notice No. 446 as amended in 2016 (hereinafter called Procurement Regulations).
8. CV’s shall be evaluated on the basis of the criteria shown in the Terms of Reference. Only individual Consultants scoring above [insert minimum score] shall be engaged (depending on their availability) to carry out the assignments during the financial year [insert financial year].
9. Prospective Individual Consultants are required to collect the Terms of Reference from the Secretary, Tender Board whose address is indicated on paragraph 5 above during working days (Monday to Friday) between [insert range of time when the consultants can collect the ToRs]
10. Any request for clarification with regard to this assignment shall be addressed to the undersigned not less than seven days before deadline for submission. The Client shall respond to clarifications received within three working  days from the date of receipt of query. 

11. Late Expressions of Interest shall not be accepted for evaluation irrespective of the circumstances.
Yours sincerely,

 [insert the title of the Accounting Officer and address of  the PE]
SECTION I: INSTRUCTION TO CONSULTANTS
1. This TOR consist of the following documents:
· SECTION I:
Instruction to Consultants

· SECTION II:
Terms of Reference

· SECTION III:
Proposed Contract Format
· SECTION IV: 
Forms of Integrity
2. The expected duration of the assignment is [insert duration]from the date of commencement.

3. You will find in Section II: Terms of Reference (ToR) showing the scope of the assignment to be conducted and services requested from the short-listed Consultants.  You are expected to submit your:-
· comments on the ToR of the assignment;
· relevant experience in similar assignments; and 
· updated detailed CV.  
In addition please submit your Financial Proposal regarding the fees, (the 
fees should be indicated either on daily basis or monthly basis) and 
reimbursable if any.

4. The proposal to be submitted by the Consultants will be evaluated on the basis of the CV and later, they will be classified by order of merit. The following criteria will be used to evaluate the CVs.
	S/No.
	Criteria
	Weights[specify]

	1

	General qualification and suitability for the task to be performed.
	30% to 60%

	2
	Experience in the specific assignment described in the Terms of Reference
	30% to 50%

	3
	Language proficiency
	5% to 15%

	4
	Knowledge of the country
	0% to 10%



The minimum score is [insert minimum score]








4.1 Sub-Criteria.

· When evaluating general qualification and suitability for the task to be performed under Item No. 1 on the Table above the proposal will be evaluated by analyzing the consultant’s academic qualification in relation to the assignment as described in the Terms of Reference. 

· In evaluating experience in the specific assignment described in the ToR under Item No. 2 on the Table above, each assignment shall be awarded [insert the marks in percentage] and a consultant who will provide [insert a number] similar assignments and above shall be awarded a total of [insert total marks in percentage].
· In evaluating language proficiency [the PE should indicate language to be considered with the distribution of marks to come up with the total given in Item No. 3 on the Table above]
5. The first individual consultant on the ranking shall then be contacted and if available, fees and contract terms shall be negotiated. If an agreement is not reached the next consultant by order of merit will be invited to negotiate and so on until one of the short-listed individual consultants is definitively retained for the assignment. 
6. The Consultant shall meet the cost of any insurance and/or medical examination or treatment required in the course of performing the services.

7. If you decide to submit a proposal, it must be received at the place designated for receipt of proposals not later than [insert the closing date].
8. The consultant shall duly fill and submit integrity form in Section IV.
9. Individual consultants have the right to seek for review of procurement decisions pursuant to Regulations 104 – 107 of the Public Procurement Regulations 2013, Government Notice No. 446 as amended in 2016.
SECTION II: TERMS OF REFERENCE
[Insert the ToRs for the assignment]
SECTION III: CONTRACT AGREEMENT FORM

Draft Contract Agreement Form
THIS CONTRACT AGREEMENT IS MADE THIS [insert date] day of [insert month and year]between [insert name and address of the client] (hereinafter called “the Client”) on the one hand and [insert name and address of the Consultant] (hereinafter called” the Consultant”) on the other hand.
WHEREAS, the Client wishes to have the Consultant perform the services hereinafter referred to as [insert brief description of the assignment] and WHEREAS, the Consultant is willing to perform these services.
The following documents shall be deemed to form and be read and construed as part of this Agreement;

1. This Contract Agreement;

2. The Client’s Notification of Award;

3. Agreed Terms of Reference (ToR); and
4. Minutes of the Negotiation Meeting.

NOW THEREFORE THE PARTIES hereby agree as follows:-

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

(ii)  The Consultant shall provide the personnel as indicated in the agreed ToR to perform the Services.

(iii) The Consultant shall submit to the Client the reports in the form and within the time periods specified in the agreed ToR.


	2.
	Terms
	The Consultant shall perform the Services during the period commencing [insert 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 the agreed ToR, the Client shall pay the Consultant an amount of [insert amount in currency words and figures] 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 following payment schedule will be used:-[insert payment schedule as in the ToR]
C. Payment Conditions

Payment shall be made in [insert 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 designated[insert name of the coordinator] 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 the agreed ToR, shall be submitted in the course of the assignment, and will constitute the basis of the payments to be made under this Contract.



	5.
	Performance Standards
	The Consultant undertakes to perform the Services with the highest standards of professional and ethical competence and integrity. 



	6.
	Confidentiality
	The Consultant 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.



	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 United Republic of Tanzania, and the language of the Contract shall be English.



	12.


	Dispute Resolution
	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 United Republic of Tanzania.




SIGNED FOR AND ON BEHALF





OF THE CLIENT:








In the presence of

...........................................................


........................................................

Signature






Signature




(Name)..............................................


(Name) ..........................................
(Occupation)....................................


(Occupation).................................
CONSULTANT:







In the presence of

...........................................................


.........................................................

Signature





Signature


(Name)..............................................


(Name)...............................................

(Occupation)....................................


(Occupation).....................................
(Address)..........................................


(Address)...........................................
SECTION IV: INTEGRITY

Undertaking by Consultant on Anti – Bribery Policy / Code of Conduct and Compliance Programme

Each Consultant must submit a statement, as part of the tender documents, in the format provided below, which must be signed personally by individual consultant.
MEMORANDUM 

UNDERTAKING BY CONSULTANT ON ANTI – BRIBERY 
POLICY / CODE OF CONDUCT AND COMPLIANCE 
PROGRAMME

(Made under Regulation 78 (2) of Public Procurement Regulations, 2013) 
I  _____________________ (name of consultant) have issued, for the purposes of this proposal, a Compliance Program copy attached -which includes all reasonable steps necessary to assure that I will comply to the No-bribery commitment given in this statement, as well as by all third parties working with me on the public sector projects or contract including agents, consultants, consortium partners, subcontractors and suppliers')" 

Signature: 












Name of Consultant: 










Address: 
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