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INTRODUCTION

1. This standard Request for Quotations (SRQ) Consuyjteand
Design has been prepared for use by public eniitidéenya. It
has been found necessary for selection of consyltaand
Designers for small assignments as required by Stendard
Request for Quotations Regulations.

2. This Standard Request for Quotations Consultamzy Besign
shall be used for such assignments by all proclenigies.

3.  The general conditions of contract in the docunst@uld not be
modified and instead the special conditions of ¢batract may
where necessary be modified by the procuring enfay use, to
reflect the unique circumstances of the particatmignment.



SECTION I- LETTER OF INVITATION

To [name and address of Candidate Date

Dear Sir/Madam,

1.1 The - fame of the procuring entjtyinvites proposals for the
following consultancy services short description of objectives and
scope of the assignméntMore details of the services are provided in
the terms of reference herein.

1.2 The request for proposal (RFP) includes the follmmdocuments;
Section| - Letter of invitation

Sectionll - Information to Candidate

Section Il - Terms of reference

Section IV - Technical proposal

SectionV - Financial proposal

Section VI - Standard Contract Form (where appl&ab

1.3 On receipt of this SRQ (C & D) please prepare yquotation as
required and return before the date and time inelican the
document.

1.4 This letter of invitation has also been sent toftgie®wing candidates

(1)
(2)

(3) (List of necessary)

Yours sincerely.
(signature, name and title of Procuring entity’'s@#l)

[ssued by he Public Procurement Oversight Authory: January 2007] ¢



SECTION I - ISTRUCTIONS TO CANDIDATES
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SECTION I - INFORMATION TO CANDIDATES

2.1 Introduction

2.1.1 The (hame of procuring entijywill select a candidate among those
invited to submit in accordance with the methodelection detailed
under this section and consistent with the reguiati

2.1.2 The candidate are invited to submit a technicalppsal and a
financial proposal for consulting services requifedthe assignment
stated in the letter of invitation (Section I)

2.1.3 In the assignment where the procuring entity inseiodapply standard
conditions of engagement and scales of fees fdegsmnal services,
which scale of fees will have been approved byleveat authority, a
technical proposal only may be invited and submiitiey the
candidate. In such a case the highest rankeddatedn the technical
proposals shall be invited to negotiate a contwadhe basis of the set
scale of fees. The technical proposals will be lihsis for contract
negotiations and ultimately for a signed contradhwhe selected
candidate.

2.1.4 The candidates must familiarize themselves withall@onditions as
regards the assignment and take them into accaymteparing their
proposals. To obtain adequate information on g#sgament and on
the local conditions, candidates are encouragetdiate with the
procuring entity regarding any information that ytheay require
before submitting a quotation.

2.1.5 The client will provide the inputs and servicesaped in the special
conditions of contract needed to assist the catalittacarry out the
assignment.

2.1.6 The cost of preparing the proposal and negotiatimg contract
including any visit to the procuring entity are metmbursable as a
direct cost of the assignment. The procuring gnsitnot bound to
accept any of the quotations submitted.

2.1.7 The procuring entity’'s employees, committee membdrsard
members and their relative (spouse and childrea)nat eligible to
participate in the tender.

[sued by he Public Procurement Oversight Authory: January 2007]  °



2.2

221

2.2.2

2.3

2.3.1

2.3.2

2.3.3

(@)

Clarification and amendment to the RFP documents

Candidates may request clarification of afythe RFQ (C & D)
documents not later than Seven (7) days beforel¢laelline for the
submission of the proposals. Any request for fitation must be
sent in writing by post, fax or email to the prdogrentity’s address
indicated in the special conditions of contracfThe procuring entity
will respond by post, fax or email to such requestsl will send
written copies of the response (including an exaii@m of the query
but without identifying the source of inquiry) ttd eandidates invited
to submit proposals.

At any time before the deadline for submissionhw® proposals, the
procuring entity may for any reason, either atois initiative or in
response to a clarification requested by any cantedidmend the RFQ
(C&D). Any amendment shall be issued in writingx or email to all
invited candidates and will be binding on them.e Timocuring entity
may at its discretion extend the deadline for thbnsssion of the
guotations.

Preparation of Quotations

The individual consultant's proposal shall be wenttin English
language.

In preparing the Technical proposal, the candidatesexpected to
examine the documents consisting the RFQ (C&D)etail Material

deficiencies in providing the information requestethy result in

rejection of a Quotation.

While preparing the Technical proposal, the cartdidaust give

particular attention to the following:
If candidate considers that it does not have all #xpertise
required for the assignment it may suggest in ttopgsals other
person(s) who will assist in the assignment buy thél not be
party to the contract for the purpose of the penfoice of the
assignment. A candidate will not propose othedatates invited
to submit quotations for the assignment. Any cdatd in
contravention of this requirement shall automalycalbe
disqualified.

[cued by he Public Procurement Oversight Authory: January 2007



(b) For all the staff who will be involved in the assigent a candidate
must indicate their responsibility in the assignmand also the
staff time as necessary.

(c) The curriculum vitae (CV) of the staff proposed iros submitted
with the quotation

2.3.4 The Technical proposal shall provide the followinfprmation;

(@) the individual consultants CV and a brief of angemat experience
of assignment of a similar nature. For each assaym the brief
should indicate the profiles of staff involved, t@ct amount and
the individual consultants involvement.

(b) Any comments or suggestions on the Terms of Reterand a list
of service and facilities requested to be providgdhe procuring
entity.

(c) A description of the methodology and work plan f@rforming
the proposed assignment.

(d) Any additional information requested in the speciahditions of
contract.

2.3.5 The Technical proposal shall be separate from than€ial proposal
and shall not include any Financial information.

2.4 Financial Quotation

2.4.1 In preparing the financial quotation, the candidatexpected to take
into account the time required in completing thesigrament as
outlined in the RFQ (C&D). The financial quotatioil therefore be
guoted in fees per day or month. The financialtgtion may also
include other costs as necessary, which will besiclmned as
reimbursable. It will then give the total costtloé assignment.

2.4.2 The Financial quotation should include the payadnes.

2.4.3 The fees shall be expressed in Kenya Shillings.

2.4.4 The Financial quotation must remain valid for 30yslafter the
submission date. During this period the candidatexpected to keep

available at his own cost any staff proposed ferdlsignment. The
procuring entity will make best efforts to complegotiations within

[sued by he Public Procurement Oversight Authory: January 2007]  °



this period. If the procuring entity wishes to end the validity
period of the quotation, the candidates who do agpee, have the
right not to extend the validity of their quotatgon

2.4.5 The financial quotation must comply with the lawvgming the
profession of the candidate.

2.5 Submission, Receipt and opening of quotations

2.5.1The technical proposal and the financial gumi&(if required) shall be
prepared in indelible ink. It shall contain no drineations or
overwriting, except as necessary to correct ernmade by the
candidates. Any such corrections must be initibgthe candidate.

2.5.2 For each quotation the candidates shall prepargubé&ations in the
number of copies indicated in the special cond#iohcontract. Each
Technical proposal and Financial quotation shall barked
“ORIGINAL” or “COPY” as appropriate. If there arany
discrepancies between the original and the cogidseoquotation, the
original shall govern.

2.5.3 The original and all copies of the Technical praahall be placed
in a sealed envelope clearly marked “TECHNICAL PRX3AL”" ,
and the original and all copies of the financiabttion in a sealed
envelope duly marked “FINANCIAL QUOTATION. Both ealopes
shall be placed in an outer envelope and sealdls duter envelope
shall bear the procuring entities address and oth@armation
indicated in the appendix to the instructions todtdates and clearly
marked “DO NOT OPEN beforelédy, date and time of submission of
the quotatio

2.5.4 The completed Technical proposal and Financial ajiayts must be
delivered at the submission address on or befaaitte and date of
the submission of the quotations indicated in tpeeadix to the
instructions to candidates. Any quotations reatileter than the
closing date for submission of quotations shall regected and
returned to the candidate unopened. For this erpibe inner
envelope containing the technical and financialtgtions will bear
the address of the candidate submitting the quotsti

[scued by he Public Procurement Oversight Authory: January 2007 °



2.5.5 After the deadline for submission of quotations dlér envelope and
the technical quotations shall be opened immedgidiglthe opening
committee. The financial quotations shall be mdrkeith the
candidates number allocated at the time of opethiaguter envelope
and the technical proposals but shall remain seatedn the custody
of a responsible officer of the procuring entity tapthe time set for
opening it.

2.6 Evaluation of the Quotations (General)

2.6.1 From the time the quotations are opened to the tfghe contract
award, if any candidate wishes to contact the proglentity on any
matter relating to the quotation should do so intimg at the address
indicated in the appendix to the instructions todidates. Any effort
by an candidate to influence the procuring entitgtaff in the
evaluation of quotation companion proposals or dwarf contract
may result in the rejection of the candidate quaorat

2.6.2 The Technical evaluation committee shall have noes& to the
Financial quotation, which in any case will remamaled, until the
technical evaluation is concluded or finalized.

2.7 Evaluation of Technical Proposals

2.7.1 The evaluation committed appointed by the procuragmgity to
evaluate the quotations shall carry out the evanabf technical
proposals following the criteria set out in thenerof reference based
on the following points criteria

CRITERIA POINTS
()  Qualifications of Proposed staff 20 - 30
(i)  specific experience of the proposed staff
related to the assignment 10 - 30
(i) adequacy of methodology and work plan
in response to the Terms of reference 10 - 40
Total points 100

2.7.2 Any quotation which will be examined and found ticomply with
all the requirements for submission of the quotetiwill be declared
non responsive. All the quotations found to haemglied with all

P Pt Foore Gorigi oy iy ]



the requirements for submission of quotation shmdl declared
responsive by the evaluation committee

2.7.3 Each responsive quotation will be given a technscalre (ST). any
technical proposal which fails to achieve the tatahimum score
indicated in the appendix to the information toderers shall be
rejected at this stage and will not proceed to mlext stage of
evaluation. The respective financial quotation \wé returned to the
individual consultant unopened.

2.7.4 The technical evaluation may be simplified where #ssignment is
not complex in which case merit points will notused.

2.8 Opening and Evaluation of Financial Quotation

2.8.1After completion of the evaluation of Techhigeoposals the procuring
entity shall notify the candidates whose proposdl bt meet the
minimum technical score or were declared non resiperto the RFA
(C&D) and terms of reference. The notificationlwidicate that their
financial quotations shall not be opened and walirbturned to them
unopened after the completion of the selection ggecand contract
award. At the same time, the procuring entity Ishmhultaneously
notify the candidates who have secured the minirtechnical score
that they have passed the technical qualificatasrsinform them the
date and time set by the procuring entity for opgnieir financial
guotations. They will also be invited to attend tipening ceremony
if they wish to do so.

2.8.2 The financial quotations shall be opened by theymiag entity in the
presence of the candidates who choose to attendpgéeing. The
name of the candidate, the technical score ordblenical evaluation
result and the proposed fees shall be read oudl @od recorded. The
evaluation committee shall prepare minutes of tpentg of the
financial quotation.

2.8.3 The formulae for determining the financial scord=)YSunless an
alternative formula is indicated in the appendixhe information to
tenderers shall be as follows:

Sf = 100 x fm/f where

P e oo o o ]



St is the financial score
Fm is the lowest fees quoted and
F is the fees of the quotation under consideration.

The lowest fees quoted will be allocated the maxinsecore of 100

2.8.4 The candidates quotations will be ranked raltieg to their combined
technical score (st) and financial score (sf) ushegweights indicated
in the appendix to the candidates. Unless otlsengtated in the
appendix to the instructions to candidates the @bemfor the
combined scores shall be as follows;

S = STXT% + SF x P%

Where
S, is the total combined scores of technical ananftial scores

St is the technical score

Sf is the financial score

T is the weight given to the technical proposal and
P is the weight given to the financial quotation

Note P + T will be equal to 100%

The candidate achieving the highest combined teahand financial
score will be invited for negotiations.

2.9 Negotiations

2.9.1 Negotiations will be held at the same address atdit in the
appendix to the information to candidates. Theppse of the
negotiations is for the procuring entity and thexdidate to reach
agreements on all points regarding the assignnmehsign a contract.

2.9.2 The negotiations will include a discussion on thehnical proposals,
the proposed methodology and work plan, staff amgd saiggestions
made by the candidate to improve the Terms of eefsx. The agreed
work plan and Terms of reference will be incorpedatin the
description of the service or assignment and foam @f the contract.

T oo e ] ¢



2.9.3 The negotiations will be concluded with a reviewtlod draft contract.
If negotiations fail, the procuring entity will ire the candidate
whose proposal achieved the second highest scomedotiate a
contract.

2.10 Award of Contract

2.10.1The contract will be awarded before commencememtegtiations.
After negotiations are completed the procuringtentrill promptly
notify the other candidates that they were unsisfaeand return the
financial quotations of the candidates who did pass technical
evaluation.

2.10.ZThe selected candidate is expected to commencaskignment on
the date indicated in the appendix to the instomstito tenderers or
any other date agreed with the procuring entitythat time of the
contract award. Both parties will sign the contrac

2.11 Confidentiality

2.11.1Information relating to evaluation of quatas and recommendations
of contract award shall not be disclosed to thedihtes who
submitted the quotation or to other persons ndtiaffy concerned
with the process, until the winning candidate haerbnotified that
he/she has been awarded the contract.



SECTION Il - TERMS OF REFERENCE (TOR)

Notes on the preparation of Terms of Reference

The terms of reference are the initial statementhto consultants, of the
services to be performed and should therefore barchnd precise and
should contain the following sections;

(@)
(b)
(€)
(d)
(€)
(f)

(9)

Background information

Objectives of the assignment

Scope of work or services of the assignment

Training requirements (where applicable)

Reporting systems and time schedules

Personnel, facilities and other requirements tpiovided by the
procuring entity and

Terms of payment

(Specific TOR to be prepared by the procuring grag appropriate)



SECTIONIV -  TECHNICAL PROPOSAL (TP)

Notes on the Preparation of Technical Proposal

The technical proposal shall be prepared and stdxhisy the candidates.

It shall contain the following:-

(@)
(b)
(€)

(d)
(€)

Submission letter

Comments and suggestions of the consultant on e@hast of
reference, personnel, facility and other requiretsémbe provided
by the procuring entity.

Description of the methodology and work plan forfpeming the
assignment

The proposed key staff for the assignment

Consultancy services activities times schedule.

(to be prepared by the candidate as appropriate)



SECTION V- FINANCIAL QUOTATION (FQ)

Notes on the Preparation Financial Quotation

The financial quotation shall be prepared and sttbthby the candidates. It
shall contain the following.

(a) Submission letter indicating total fees

(b) Summary of costs

(c) Breakdown of fees per activity

(d) Breakdown of reimbursable costs/expenses per gctivi
(e) Miscellaneous expenses

(to be prepared by the candidate as appropriate)



SECTION VI - STANDARD FORMS
STANDARD CONTRACT FORM
CONSULTANCY/DESIGN

(Lump-sum payment)

The contract form shall be completed by the proguantity after the award
of the contract and negotiation of the contradt.will be signed by both
parties pursuant to the information to Candidatasse 2.10.2



SECTION VI - STANDARD CONTRACT FORM

CONSULANCY/DESIGN
(lump-sum payments)

This Agreement, [hereinafter called “the Contract"gntered into this
[insert starting date of assignment], by and betwe

[insert Client's name] of [or whose
registered office is situated at] [insert
Client’s address] (hereinafter called “the Clierdf)the one part AND

[insert Consultant’'s name] of

[or whose registered office is situated at]
[insert Consultants address ] (hereinafter calliad ‘Consultant”) of
the other part.

WHEREAS the Client wishes to have the Consultamtope the services
[hereinafter referred to as “the Services”, and

WHEREAS the Consultant is willing to perform theds&ervices,

NOW THEREFORE THE PARTIES hereby agree as follows:-

1. Services (i)  The Consultant shall perform the Services
specified in Appendix A, “Terms of Referencalan
Scope of Service, “which is made an integral pa
Of this Contract.

(i)  The Consultant shall provide the persoristéd
Appendix B, “Consultant’s Personnel,” to penfor
the Services.

(i) The Consultant shall submit to the Cli¢hée
reports in the form and within the time periods
specified in Appendix C, “ Consultant’s
Reporting Obligations.”

2. Term The Consultant shall perform the Services durey t

e e oo o o ]



3.

period commencing on [insert starting date] and
through to [insert completion date],
or any other period(s) as may be subsequentgeddoy
the parties in writing.

Payment A. Ceiling
For Services rendered pursuant to Appendihé, t
Client shall pay the Consultant an amount aot t
Exceed [insert amount]. This amount
has been established based on the understanding
that it includes all the Consultant’s costs and
profits as well as any tax obligation that nhay
imposed on the Consultant.

B. Schedule of Payments
The schedule of payments is specified below
(Modify in order to reflect the output required
as described in Appendix)C
Kshs. upon signing the contract.

Kshs. upon the Client’s receipt of the
Draft report, acceptable to the Client; and

Kshs. upon the Client’s receipt of the
Final report, acceptable to the Client.

Kshs. Total

C. Payment Conditions
Payment shall be made in Kenya Shillings unless
otherwise specified not later than thirty (8@ys
following submission by the Consultant of
invoices in duplicate to the Coordinator deaigal
in Clause 4 here below. If the Client has yedh
payments beyond thirty (30) days after the due
date hereof, simple interest shall be paidhéo t
Consultant for each day of delay at a rateethre
Percentage points above the prevailing Central
Bank of Kenya's average rate for base lending.

T



4.

Project A.
Administration

Performance
Standards

Confidentiality

Ownership of
Material

Coordinator

The Client designates
[insert name] as Client’s Coordinator; the
Coordinator will be responsible for the
Coordination of activities under this Contract,
for acceptance and approval of the reportsodnd
other deliverables, by the Client and for reicey
and approving invoices for payment.

Reports

The reports listed in Appendix C, “Consultant’s
Reporting Obligations,” shall be submittedhe t
Course of the assignment and will constituge th
basis for the payments to be made under parlagra
3.

The Consultant undertakes to perform the Services
with the highest standards of professional and
ethical competence and integrity. The Conastilta
shall promptly replace any employees assigned
under this Contract that the Client considers
unsatisfactory.

The Consultant shall not, during the term of this
Contract and within two years after its expat
Disclose any proprietary or confidential
Information relating to the Services, this Gaaot
Or the Client’s business or operations withtbet
Prior written consent of the Client.

Any studies, reports or other material, graphic,
software or otherwise prepared by the Consultant
for the Client under the Contract shall beltmg

and remain the property of the Client. The
Consultant may retain a copy of such documents
and software.

T oo e ]



8. Consultant Not
to be Engaged
In certain
Activities

0. Insurance

10. Assignment

11. Law Governing
Contract and
Language

12. Dispute
Resolution

For the Client

The Consultant agrees that during the term of this
Contract and after its termination the Consultant
and any entity affiliated with the Consultanakh
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.

The Consultant will be responsible for taking out
any appropriate insurance coverage.

The Consultant shall not assign this Contract or
sub-contract any portion of it without the @Qli's
prior written consent.

The Contract shall be governed by the laws of
Kenya and the language of the Contract shall be
English language

Any dispute arising out of the Contract which
cannot be amicably settled between the parties
shall be referred by either party to the aabitm
and final decision of a person to be agreed
between the parties. Failing agreement towonc
in the appointment of an Arbitrator, the Arbtor
shall be appointed by the chairman of the
Chartered Institute of Arbitrators, Kenya branc
On the request of the applying party.

For the Consultant

Full name Full name
Title Title
Signature Signature
Date Date

T



REQUEST FOR REVIEW FORM

FORMRB 1
REPUBLIC OF KENYA
PUBLIC PROCUREMENT ADMINISTRATIVE REVIEW BOARD

APPLICATION NO................ OF.............. 20.........

AND

Request for review of the decision of the............. Nafme of the Procuring Entitydf
............... dated the...day of .............20..........in the matter oénder No..............of
.............. 20...

REQUEST FOR REVIEW
IWe. ..o the above named Applicant(s), of deeks: Physical
address................ Fax No...... Tel. No........ Email ............... , herebgquest the Public
Procurement Administrative Review Board to revidve whole/part of the above mentioned
decision on the following grounds , namely:-
1.
2.
etc.
By this memorandum, the Applicant requests the 8éaran order/orders that: -
1.

2.

etc

SIGNED ........ccvev. (Applicant)
Datedon................ dayof ............... /...20...




FOR OFFICIAL USE ONLY

SIGNED
Board Secretary



