34                                                                                                                                          Evaluation Criteria

 Letter Head of the Procuring Entity

     Date: [insert current date]

Request for Proposal
RFP: yr/mm/dd
To:
[insert name and address of supplier]
Subject: 
Request for Proposal (RFP) #: yy/mm/dd
Procurement of [insert name of procurement]

1. The Government of Jamaica acting through the Ministry of Health has received a grant 

from the Global Fund (GF) to Fight AIDS, Tuberculosis and Malaria to implement a project to Consolidate existing gains while scaling up to provide universal access to treatment, care and prevention services with special emphasis on special Vulnerable Populations in Jamaica and intends to apply a portion of this grant to eligible payments under this contract for which this invitation for quotation is issued.

2.  You are invited to submit your proposal for the execution of consultancy services as per 
     subject matter on behalf of [insert name of procuring entity] , [insert address of procuring  

     entity] as indicated in Annex 1, 2, 3,4 & 5 as follows:

	Annex
	Description

	1. 
	Terms of Reference

	2. 
	Technical Proposal Submission Form

	3. 
	Consultant’s Experience

	4. 
	Financial Proposal

	5. 
	Evaluation Criteria


2. Your submission should be accompanied by:

· Completed forms where applicable in the annexes attached
The Consultant should note any additions, deviations and exceptions to the terms of reference outlined in this invitation.

3. The deadline for receipt of your submission is [insert date and time]

3.  Submission is acceptable electronically and should be sent to:  [insert email address] 
If you choose to make your submission in hard copy the address is as follows:
[insert name of procuring entity]
[address]
Attn: 
[insert name of Procurement Officer 

  Ref:  
[insert RFP#]
(i). Prices:  Prices shall be quoted in Jamaican dollars indicating all applicable taxes. 

4. Evaluation of Financial Proposal:  

Arithmetical errors will be corrected, if a Consultant refuses to accept the correction, the submission may be rejected.

5.  Award of Contract:  The award will be made upon review and acceptance of the terms within your submission and signed and completed Technical Proposal Submission Form. 
6. Payment:  The method and conditions of payment to be made to the Consultant under the Contract shall be as indicated in the attached Terms of Reference. 
     The Consultant will be paid in Jamaican Dollars.
7. Delivery Schedule: services should be delivered in accordance to that outlined in your technical proposal and in compliance with the prescribed Terms of Reference attached.
8. Documentation: At the end of the service period the [insert name of procuring entity] must be furnished with all documentation as outlined in the attached Terms of Reference.
9. Validity of the Offer:  Your proposal should be valid for a period of [insert # of days] from the date of submission of your proposal.
10. Further information can be obtained from:

[Insert name of Procurement Officer]
Email: [insert]
11. Please Confirm by email the receipt of this invitation and whether or not you will submit a proposal.

12. The Procuring Entity reserves the right to cancel the tender process or reject the submission received at its discretion.

Sincerely,

________________________
Procurement Officer 
[insert name of procuring entity]

ANNEX 1

TERMS OF REFERENCE

[Insert TOR]
TERMS OF REFERENCE

SHORT-TERM CONSULTANT – [insert name of project]

PROGRAMME  BACKGROUND

The programme aims to help Jamaica achieve universal access to HIV prevention, treatment and support in keeping with the National HIV Strategic Plan 2012 - 2017.  The proposal focuses on the following key strategies:

· Prevention: Targeted prevention intervention for most at risk populations primarily through outreach services;

· Treatment, Care and Support: support procurement of 2nd and 3rd line ARV’s and improve adherence and availability and quality of counseling and psychosocial support for PLWHA and OVC’s: and 

· Enabling Environment and Human Rights: empowering beneficiaries of HIV/AIDS national policies to understand their rights, and pursuing efforts to reduce stigma and discrimination and affirm the rights of all Jamaicans.

Promotion of HIV counselling and testing targeting the vulnerable most at risk populations (VCT) as well as ANC and STI attendees and hospital admissions (opt out testing) will be used as an entry point to access treatment and risk reduction counselling and prevention services.  The proposal will support counselling and testing of 100,000 persons annually.Planned activities will include:

· Train NGO’s and civil society groups on strategies and approaches in behaviour change communication (BCC)

· Community Outreach for key populations 

· Outreach testing focusing on key populations 

· Provide rapid testing for key populations 

· Social inclusion interventions 

· Produce media campaigns and low literacy gender-sensitive materials 

· Procure 2nd and 3rd line ARV’s to contribute to scale up on ART coverage; and 

· Integrate a new system of reporting HIV-related discrimination into all sectors where discrimination is reported and where HIV/AIDS programs are established.

An environment that affirms human rights and facilitates risk reduction behaviour and HIV disclosure will be promoted by ongoing campaigns to reduce HIV stigma and discrimination as well as operationalizing the national HIV policy and other policies adopted recently.  JN+ (organization of PLWHA) and the Independent Council of Human rights will be supported in the systematic monitoring and redress of HIV discrimination.  The legislative framework for redress will be simplified and strengthened through the proposed new Health and Safety Act, amendment of the Public Health Act and other legislation.

The major challenge is to overcome deeply ingrained sexual patterns (early initiation of sex, multiple partners), myths re HIV transmission (e.g. you can tell by looking), cultural practices (homophobia, gender stereotypes) as well as social and gender inequities.  Only a well-coordinated, systematic approach with multiple strategies over several years as outlined in the National HIV Strategic Plan with strong leadership and adequate resources can address these challenges as well as change cultural norms and sexual practices, ensure the consistent affirmation of human rights and significantly reduce HIV transmission.

The Project objectives follow the orientations of the 2007-2012 National Strategic Plan. The proposal submitted to the Global Fund was for US$44.176M over a five (5) year period.   The Grant Agreement of US$15.219M which represents Phase 1 (years 1 & 2) of the five years proposal was signed on June 30, 2008. Phase 11 (years 3 -5) of the Grant Agreement was signed on November 1, 2010 in the amount of US$26.641M. The Grant Agreement of US$7.955M, Transitional Funding Mechanism (TFM), an additional two (2) years, started August 1, 2013 and will end July 31, 2015. 
Purpose of Consultancy

The National HIV/STI Programme is hereby seeking the services of a Consultant to update the NHP Operations Manual and the Sub-Recipient Operations Manual.

SCOPE OF WORK

 In collaboration with Component Directors undertake the following:

1. Collection of information, review of relevant information sources in preparation for revision of manuals. 

2. Revision of Operations Manual for the NHP

3. Revision of Sub recipients Operations Manual

4. Edits, production and completion of final manuals

DELIVERABLES

1. Prepare and submit a draft Operations Manual and Sub-recipient Manual for review to Component Directors 

2. Prepare final manuals incorporating feedback from the National HIV/STI Programme within 5 days of receiving comments

3. Submit hard and soft copies of each revised manual

DURATION OF CONSULTANCY

This consultancy will be for thirty days commencing January 23, 2015, or upon signing of contract, and will terminate February 15, 2015.
Reporting Requirements

The consultant(s) will report directly to the SMO, NHP and work in close collaboration with Component Directors, NHP, MoH.

MINIMUM Qualifications, SKILLS& EXPERIENCE


The successful applicant should possess the following qualifications:

· First Degree in Communications, Literature, English or equivalent 
· Significant  professional experience providing documentation services

· Excellent oral and written communication skills

· Good working knowledge of HIV/AIDS issues

· Familiarity with Microsoft Office suite of applications

· Excellent time management skills 

· Ability to pay attention to detail

PAYMENT TERMS

Full payment shall be made after submission of final deliverable/receipt of final report.

Payment for Deliverables

	Task


	Date
	Payment

	On signing contract
	
	10%



	Submit draft Operations Manual and Sub-recipient Manual for review to Component Directors
	No later than January 29, 2015
	40%

	Final submission of manuals based on review and feedback from the Component Directors, NHP
	No later than February 10, 2015
	50%




ANNEX 2

Technical Proposal Submission Form
Form  TECH-1  Technical Proposal Submission Form

[Location, Date]

To:
[Name and address of Procuring Entity]

Dear Sirs:


We, the undersigned, offer to provide the consulting services for [Insert title of assignment] in accordance with your Request for Proposal dated [Insert Date] and our Proposal.  We are hereby submitting our Proposal, which includes this Technical Proposal, and a Financial Proposal sealed under a separate envelope.

We hereby declare that all the information and statements made in this Proposal are true and accept that any misinterpretation contained in it may lead to our disqualification.


If negotiations are held during the period of validity of the Proposal, i.e., before the date indicated in Paragraph Reference 1.12 of the Data Sheet, we undertake to negotiate on the basis of the proposed staff.  Our Proposal is binding upon us and subject to the modifications resulting from Contract negotiations.


We undertake, if our Proposal is accepted, to initiate the consulting services related to the assignment not later than the date indicated in Paragraph Reference 7.2 of the Data Sheet.

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

We remain,

Yours sincerely,

Authorized Signature [In full and initials]:  


Name and Title of Signatory:  


Name of Firm:  


Address:  

ANNEX 3
CONSULTANT’S EXPERIENCE

(i) Form  TECH-2  Consultant’s Organization and Experience

(ii) A - Consultant’s Organization

[Provide here a brief (two pages) description of the background and organization of your firm/entity and each associate for this assignment.]

B - Consultant’s Experience

[Using the format below, provide information on each assignment for which your firm, and each associate for this assignment, was legally contracted either individually as a corporate entity or as one of the major companies within an association, for carrying out consulting services similar to the ones requested under this assignment. Use 20 pages.]

	Assignment name:


	Approx. value of the contract (in current US$ or Euro):



	Country:

Location within country:


	Duration of assignment (months):



	Name of Procuring Entity:


	Total No of staff-months of the assignment:



	Address:


	Approx. value of the services provided by your firm under the contract (in current US$ or Euro):



	Start date (month/year):

Completion date (month/year):


	No of professional staff-months provided by associated Consultants:



	Name of associated Consultants, if any:


	Name of senior professional staff of your firm involved and functions performed (indicate most significant profiles such as Project Director/Coordinator, Team Leader):



	Narrative description of Project:



	Description of actual services provided by your staff within the assignment:




Firm’s Name:  


(iii) B - On Counterpart Staff and Facilities

[Comment here on counterpart staff and facilities to be provided by the Procuring Entity according to Paragraph including: administrative support, office space, local transportation, equipment, data, etc.] 
Form  TECH-4
Description of Approach, Methodology and Work Plan for Performing the Assignment

[Technical approach, methodology and work plan are key components of the Technical Proposal.  You are suggested to present your Technical Proposal divided into the following two chapters:

a) Technical Approach and Methodology and,

b) Work Plan

a)
Technical Approach and Methodology.  In this chapter you should explain your understanding of the objectives of the assignment, approach to the services, methodology for carrying out the activities and obtaining the expected output, and the degree of detail of such output. You should highlight the problems being addressed and their importance, and explain the technical approach you would adopt to address them. You should also explain the methodologies you propose to adopt and highlight the compatibility of those methodologies with the proposed approach.

b)
Work Plan.  In this chapter you should propose the main activities of the assignment, their content and duration, phasing and interrelations, milestones (including interim approvals by the Procuring Entity), and delivery dates of the reports. The proposed work plan should be consistent with the technical approach and methodology, showing understanding of the TOR and ability to translate them into a feasible working plan. A list of the final documents, including reports, drawings, and tables to be delivered as final output, should be included here. The work plan should be consistent with the Work Schedule of Form TECH-8. 

Form  TECH-6
Curriculum Vitae (CV) for Proposed Professional 

1.
Proposed Position  [only one candidate shall be nominated for each position]:  

2.
Name of Firm  [Insert name of firm proposing the staff]:  


3.
Name of Staff  [Insert full name]:  

4.
Date of Birth:  
 Nationality:  

5.
Education  [Indicate college/university and other specialized education of staff member, giving names of institutions, degrees obtained, and dates of obtainment]:  


6.
Membership of Professional Associations:  

7.
Other Training  [Indicate significant training since degrees under 5 - Education were obtained]:  

8.
Countries of Work Experience:  [List countries where staff has worked in the last ten years]:

9.
Languages  [For each language indicate proficiency: good, fair, or poor in speaking, reading, and writing]:  

10.Employment Record 

 [Starting with present position, list in reverse order every employment held by staff member since graduation, giving for each employment (see format here below): dates of employment, name of employing organization, positions held.]:
From  [Year]:  
 To  [Year]:  

Employer:  

Positions held:  


	11.

Detailed 

Tasks Assigned

[List all tasks to be performed under this assignment]
	12.
Work Undertaken that Best Illustrates Capability to Handle the Tasks Assigned

[Among the assignments in which the staff has been involved, indicate the following information for those assignments that best illustrate staff capability to handle the tasks listed under point 11.]

Name of assignment or project:  


Year:  

Location:  

Procuring Entity:  


Main project features:  

Positions held:  


Activities performed:  




13.
Certification:

I, the undersigned, certify that to the best of my knowledge and belief, this CV correctly describes myself, my qualifications, and my experience.  I understand that any wilful misstatement described herein may lead to my disqualification or dismissal, if engaged.


 Date:  

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

Form  TECH-8  Work Schedule

	N°
	Activity1
	Months2
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1
Indicate all main activities of the assignment, including delivery of reports (e.g.: inception, interim, and final reports), and other benchmarks such as Procuring Entity approvals.  For phased assignments indicate activities, delivery of reports, and benchmarks separately for each phase.

2
Duration of activities shall be indicated in the form of a bar chart.
ANNEX 4
                              FINANCIAL PROPOSAL
Section 4.  Financial Proposal - Standard Forms
[Comments in brackets [  ] provide guidance to the Consultants for the preparation of their Financial Proposals; they should not appear on the Financial Proposals to be submitted.]
Financial Proposal Standard Forms shall be used for the preparation of the Financial Proposal according to the instructions provided under para. 3.6 of Section 2.  Such Forms are to be used whichever is the selection method indicated in para. 4 of the Letter of Invitation.

FIN-1
Financial Proposal Submission Form

FIN-2
Summary of Costs

FIN-3
Breakdown of Costs by Activity

FIN-4
Breakdown of Remuneration

FIN-5
Reimbursable expenses

(iv) Form  FIN-1  Financial Proposal Submission Form

[Location, Date]

To:
[Name and address of Procuring Entity]

Dear Sirs:


We, the undersigned, offer to provide the consulting services for [Insert title of assignment] in accordance with your Request for Proposal dated [Insert Date] and our Technical Proposal.  Our attached Financial Proposal is for the sum of [Insert amount(s) in words and figures1].  This amount is exclusive of the local taxes, which shall be identified during negotiations and shall be added to the above amount.


Our Financial Proposal shall be binding upon us subject to the modifications resulting from Contract negotiations, up to expiration of the validity period of the Proposal, i.e. before the date indicated in Paragraph Reference 1.12 of the Data Sheet.


Commissions and gratuities paid or to be paid by us to agents relating to this Proposal and Contract execution, if we are awarded the Contract, are listed below2:


Name and Address
Amount and
Purpose of Commission


of Agents
Currency
or Gratuity


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


We remain,

Yours sincerely,

Authorized Signature [In full and initials]:  


Name and Title of Signatory:  


Name of Firm:  


Address:  


1
Amounts must coincide with the ones indicated under Total Cost of Financial proposal in Form FIN-2.

2
If applicable, replace this paragraph with: “No commissions or gratuities have been or are to paid by us to agents relating to this Proposal and Contract execution.”

Form  FIN-2  Summary of Costs

	Item
	Costs

	
	[Indicate Foreign Currency # 1]1
	[Indicate Foreign Currency # 2]1
	[Indicate Foreign Currency # 3]1
	[Indicate

 Local Currency]

	Total Costs of Financial Proposal 2 
	
	
	
	


1
Indicate between brackets the name of the foreign currency.  Maximum of three currencies; use as many columns as needed, and delete the others.

2
Indicate the total costs, net of local taxes, to be paid by the Procuring Entity in each currency.  Such total costs must coincide with the sum of the relevant Subtotals indicated in all Forms FIN-3 provided with the Proposal.

(v) Form  FIN-3  Breakdown of Costs by Activity1
	Group of Activities (Phase):2
 

	Description:3
 


	Cost component
	Costs

	
	[Indicate Foreign Currency # 1]4
	[Indicate Foreign Currency # 2]4
	[Indicate Foreign Currency # 3]4
	[Indicate

 Local Currency]

	Remuneration5
	
	
	
	

	Reimbursable Expenses 5
	
	
	
	

	Subtotals
	
	
	
	


1
Form FIN-3 shall be filled at least for the whole assignment.  In case some of the activities require different modes of billing and payment (e.g.: the assignment is phased, and each phase has a different payment schedule), the Consultant shall fill a separate Form FIN-3 for each group of activities.  For each currency, the sum of the relevant Subtotals of all Forms FIN-3 provided must coincide with the Total Costs of Financial Proposal indicated in Form FIN-2.

2
Names of activities (phase) should be the same as, or correspond to the ones indicated in the second column of Form TECH-8.

3
Short description of the activities whose cost breakdown is provided in this Form.

4
Indicate between brackets the name of the foreign currency.  Use the same columns and currencies of Form FIN-2.

5
For each currency, Remuneration and Reimbursable Expenses must respectively coincide with relevant Total Costs indicated in Forms FIN-4, and FIN-5.

(vi) Form  FIN-4  Breakdown of Remuneration1
(This Form FIN-4 shall only be used when the Time-Based Form of Contract has been included in the RFP)

	Group of Activities (Phase): 


	Name2
	Position3
	Staff-month Rate4
	Input5
(Staff-months)
	[Indicate Foreign Currency # 1]6
	[Indicate Foreign Currency # 2]6
	[Indicate Foreign Currency # 3]6
	[Indicate Local Currency]6

	Foreign Staff
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	Total Costs
	
	
	
	


1
Form FIN-4 shall be filled for each of the Forms FIN-3 provided.

2
Professional Staff should be indicated individually; Support Staff should be indicated per category (e.g.: draftsmen, clerical staff).

3
Positions of Professional Staff shall coincide with the ones indicated in Form TECH-5.

4
Indicate separately staff-month rate and currency for home and field work.

5
Indicate, separately for home and field work, the total expected input of staff for carrying out the group of activities or phase indicated in the Form.

6
Indicate between brackets the name of the foreign currency.  Use the same columns and currencies of Form FIN-2.  For each staff indicate the remuneration in the column of the relevant currency, separately for home and field work.  Remuneration = Staff-month Rate x Input.

(vii) Form  FIN-4  Breakdown of Remuneration1
(This Form FIN-4 shall only be used when the Lump-Sum Form of Contract has been included in the RFP.  Information to be provided in this Form shall only be used to establish payments to the Consultant for possible additional services requested by the Procuring Entity)
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1
Form FIN-4 shall be filled in for the same Professional and Support Staff listed in Form TECH-7.

2
Professional Staff should be indicated individually; Support Staff should be indicated per category (e.g.: draftsmen, clerical staff).

3
Positions of the Professional Staff shall coincide with the ones indicated in Form TECH-5.

4
Indicate separately staff-month rate and currency for home and field work.

.

Form  FIN-5  Breakdown of Reimbursable Expenses1
(This Form FIN-5 shall only be used when the Time-Based Form of Contract has been included in the RFP)

	Group of Activities (Phase): 


	N°
	Description2
	Unit
	Unit Cost3
	Quantity
	[Indicate Foreign Currency # 1]4
	[Indicate Foreign Currency # 2]4
	[Indicate Foreign Currency # 3]4
	[Indicate Local Currency]4

	
	Per diem allowances
	Day
	
	
	
	
	
	

	
	International flights5
	Trip
	
	
	
	
	
	

	
	Miscellaneous travel expenses
	Trip
	
	
	
	
	
	

	
	Communication costs between [Insert place] and [Insert place]
	
	
	
	
	
	
	

	
	Drafting, reproduction of reports
	
	
	
	
	
	
	

	
	Equipment, instruments, materials, supplies, etc.
	
	
	
	
	
	
	

	
	Shipment of personal effects
	Trip
	
	
	
	
	
	

	
	Use of computers, software
	
	
	
	
	
	
	

	
	Laboratory tests.
	
	
	
	
	
	
	

	
	Subcontracts
	
	
	
	
	
	
	

	
	Local transportation costs
	
	
	
	
	
	
	

	
	Office rent, clerical assistance
	
	
	
	
	
	
	

	
	Training of the Procuring Entity’s personnel 6
	
	
	
	
	
	
	

	
Total Costs
	
	
	
	


1
Form FIN-5 should be filled for each of the Forms FIN-3 provided, if needed.

2
Delete items that are not applicable or add other items according to Paragraph Reference 3.6 of the Data Sheet.

3
Indicate unit cost and currency.

4
Indicate between brackets the name of the foreign currency.  Use the same columns and currencies of Form FIN-2.  Indicate the cost of each reimbursable item in the column of the relevant currency.  Cost = Unit Cost x Quantity.

5
Indicate route of each flight, and if the trip is one- or two-ways.

6
Only if the training is a major component of the assignment, defined as such in the TOR.

Form  FIN-5  Breakdown of Reimbursable Expenses
(This Form FIN-5 shall only be used when the Lump-Sum Form of Contract has been included in the RFP.  Information to be provided in this Form shall only be used to establish payments to the Consultant for possible additional services requested by the Procuring Entity)

	N°
	Description1
	Unit
	Unit Cost2

	
	Per diem allowances
	Day
	

	
	International flights3
	Trip
	

	
	Miscellaneous travel expenses
	Trip
	

	
	Communication costs between [Insert place] and [Insert place]
	
	

	
	Drafting, reproduction of reports
	
	

	
	Equipment, instruments, materials, supplies, etc.
	
	

	
	Shipment of personal effects
	Trip
	

	
	Use of computers, software
	
	

	
	Laboratory tests.
	
	

	
	Subcontracts
	
	

	
	Local transportation costs
	
	

	
	Office rent, clerical assistance
	
	

	
	Training of the Procuring Entity’s personnel 4
	
	


1
Delete items that are not applicable or add other items according to Paragraph Reference 3.6 of the Data Sheet.

2
Indicate unit cost and currency.

3
Indicate route of each flight, and if the trip is one- or two-ways.

4
Only if the training is a major component of the assignment, defined as such in the TOR.
