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Section 2. Instructions to Consultants


Procurement Manual for GEF Projects

Of

Foreign Economic Cooperation Office 
This Manual applies to GEF funded projects
Chapter I General Provisions

Article 1 This Procurement Manual for Global Environment Facility (GEF) Projects  (hereinafter referred to as “the Manual”) is  formulated according to the “Law of the People’s Republic of China on Bid Invitation and Bidding”, the “Law of the People’s Republic of China on Government Procurement”, the provisions on procurement by relevant international organizations and foreign governments, and combining the actual demand for procurement by the Foreign Economic Cooperation Office of the Ministry of Environmental Protection (hereinafter referred to as “FECO”) for the purpose of regulating the procurement under the GEF funded projects implemented by FECO, making the procurement work more scientific and standardized and elevating the procurement efficiency.
Article 2 The Manual applies to all procurements which are carried by the executing agencies and financed in whole or in part from the funds of GEF projects implemented by FECO.
Article 3 The term “procurement” as mentioned in the Manual refers to an activity of procuring paid goods, works and services, including constructing, purchasing, leasing, entrusting and hiring, etc. The term “goods” refers to articles in various forms and types, including raw materials, fuels, equipments and products, etc. The term “works” refers to the construction projects, including the new construction, reconstruction, extension, decoration and demolition of buildings and structures, as well as the transformation of production lines containing civil projects, etc. The term “services” refers to the consulting activities other than goods and works.
Chapter II Procurement Policies

Article 4 General Principle

All procurement activities must be guided by the following principles: 

(I) considering the economy and efficiency in the procurement of the goods, works, and services;

(II) giving all eligible bidders the same information and equal opportunity to make a bid;

(III) ensuring openness, fairness and transparency in the procurement process;

(IV) conducting procurement activities with the principles of impartiality, integrity and credibility.
Article 5 Eligibility

To foster competition, all firms and individuals from all countries are permitted to participate in procurement processes for goods, works and services, except in cases where the participants in the procurement process in question have a conflict of interests. 

Any conditions for participation shall be limited to those that are essential to ensure the firm’s capability to fulfill the contract in question.

Article 6 Competition 

Competition is the foundation and security of economy and efficiency. FECO encourages the use of more competitive procurement forms, rather than less competitive ones. For this reason, the Executing Agency shall not divide the goods, works or services to be procured by open competitive bidding into several parts, or substitute with any other means that might reduce the competition. For instance: use of the form of invitation competitive bidding instead of open competitive bidding, use of the method of request for quotation procurement instead of limited competitive bidding, or use of the method of direct contracting instead of request for quotation procurement. The reverse adjustment of procurement forms shall not be limited..

Article 7 Conflict of Interest

In case any one of the following circumstances arises, it shall be considered as the existence of conflict of interest and therefore the bidder, and any of its affiliates, shall not be awarded a contract:

(I)  Conflicting assignments

A firm that has been engaged to provide goods, works or services for a project, and any of its affiliates, shall be disqualified from any assignment directly or causally related to the said goods, works or services. A bidder (including its personnel) or any of its affiliates shall not be hired for any consulting assignment that, by its nature, may be in conflict with another assignment of the bidder. 

(II)  Conflicting relationships

A bidder (including its personnel and subcontractors) that has a business or family relationship with a member of the Executing Agency’s staff who is involved in the organizing, management or implementation of the relevant assignment, at the same time directly or indirectly involved in one of the following work:
1. Preparation of the Terms of Reference of the procurement assignment;

2. Selection process for such assignment; or

3. Supervision of such procurement.

In such case, the bidder shall not be awarded a contract，unless the conflict stemming from this relationship has been resolved in a manner acceptable to the FECO throughout the procurement process.

Article 8 Misprocurement

(I)  FECO will declare misprocurement in case where the following circumstances arise:

1. a contract has not been awarded in accordance with the agreed provisions of the Grant Agreement which shall be signed by FECO and the Executing Agency and as further elaborated in the Procurement Plan to which FECO provided no objection;  

2. a contract could not be awarded to the bidder otherwise determined successful due to willful dilatory conduct or other actions of the Executing Agency resulting in unjustifiable delays, the successful bid being no longer available, or the wrongful rejection of any bid; 

3. a contract involves the engagement of a representative of the Executing Agency, in fraud and corruption.
(II)  Misprocurement applies to all categories and methods of procurement provided in the Manual. Misprocurement may be declared at any point during the procurement process or after conclusion or termination of a contract, including in cases when FECO issued a “no objection” on the basis of the information provided by the Executing Agency.

(III)  When misprocurement is declared, FECO does not finance expenditures under the contract that has been so misprocured and normally cancels the portion of the proceeds of the funds allocated to this contract, except as provided under paragraph below.

In exceptional cases (e.g., if the Executing Agency genuinely misunderstood the requirements of the Grant Agreement), FECO may agree not to cancel the portion of the proceeds of the funds allocated to the misprocured contract, but instead to reallocate it to other components of the project. However, these proceeds cannot be used to finance any contract awarded following a re-bidding for the goods, works, or services in respect of which misprocurement was declared.

Article 9 Fraud and Corruption

It is FECO’s policy to require that the Executing Agency, bidders, and their personnel, observe the highest standard of ethics during the procurement and execution of all GEF-financed contracts. 
FECO will reject a proposal for award if it determines that the bidder recommended for award, or any of its personnel, or its sub-contractors, has, directly or indirectly, engaged in corrupt or fraudulent practices in competing for the contract in question;

FECO will declare misprocurement and cancel the portion of the funds allocated to a contract if it determines at any time that the Executing Agency or any of its personnel were engaged in corrupt or fraudulent practices during the procurement process or the implementation of the contract in question.

Article 10 Procurement Plan 
Procurement plan is the basis of procurement activities to be carried out by the Executing Agency. The Executing Agency shall prepare a preliminary procurement plan for the entire scope of the project in accordance with the Grant Agreement to be signed with FECO, using the format specified in the Manual (Annex VI). The Executing Agency shall update procurement plans throughout the duration of the project at least annually. All procurement plans, their updates or modifications shall be subject to FECO’s prior review and no objection before implementation.
Article 11 Publication of Awards of Contracts
The Executing Agency shall publish information on FECO’s official website for all contracts under the procurement method of open competitive bidding. Such publication shall be made within three weeks of receiving the FECO’s no objection to the award recommendation for contracts. Publications shall include the following information: (a) the name of each bidder that submitted a bid; (b) the name of the winning bidder, (c) the final total contract price.
Chapter III Procurement Methods 
Article 12 The methods of procurement for selecting institutions to undertake assignment shall include:
(I) Open competitive bidding;
(II) Limited competitive bidding;

(III) Request for quotation; and
(IV) Direct contracting.
Article 13 Open competitive bidding means inviting by announcement uncertain legal persons or other organizations to bid. Goods or works with a single procurement budget reaching or exceeding RMB1,200,000 and services with a single procurement budget reaching or exceeding RMB650,000 must be procured in the method of open competitive bidding.
Article 14 Limited competitive bidding means inviting three or more certain legal persons or other organizations to bid in the way of sending an Invitation Letter for Bid. The form of limited competitive bidding shall be applied according to the Manual under any of the circumstances set forth below:
(I)  Special procurement that can only be sourced from bidders within limited scope;
(II)  Procurement of goods or works with a single budget reaching or exceeding RMB200,000 and below RMB1,200,000; and
(III)  Procurement of services with a single budget reaching or exceeding RMB200,000 and below RMB650,000.
Article 15 Request for quotation refers to the form of procurement based on the comparison and selection of prices offered by three or more certain legal persons or other organizations to ensure the price is competitive. The method of request for quotation shall be applied under any of the circumstances set forth below:
(I)  Procurement of goods, works or services with a single budget below RMB200,000;
(II)  Procurement of goods such as office consumables and standard instruments with uniform technical criteria, uniform specifications/standards and same product properties wherein prices comparison is the main factor, the limit on the single budget of the procurement in the method of request for quotation shall be relaxed to RMB400,000 or below; and
(III)  Procurement of services such as conference, printing and publication with simple service content wherein prices comparison is the main factor, the limit on the single budget of the procurement in the method of request for quotation shall be relaxed to RMB400,000 or below.
Article 16 Direct contracting refers to the conclusion of contract directly with a supplier or consultant without competition. Direct contracting shall be applied to goods, works or services according to the Manual under any of the circumstances set forth below:
(I)  Said goods, works or services can only be procured from the only supplier or consultant;
(II)  In case of unforeseeable emergencies and therefore other forms of procurement are not adequate and said goods, works or services cannot be procured from other suppliers or consultants; and
(III)  The requirement for ensuring the consistency or supporting services of the original procurement project and therefore the additional procurement needs to be sourced from the original supplier or consultant, and the total sum of the additional procurement not exceeding 10% of the original Contract value.
Chapter IV Procurement Procedures for Consulting Services 
Section I  Procedures of Open Competitive Bidding for Consulting Services
Article 17 Open competitive bidding usually includes the steps as follows::
(I)  Compilation of bidding documents;

(II)  Advertisement of bidding notice; 

(III)  Sending of bidding documents;
(IV)  Public opening of bid;

(V)  Evaluation and compilation of Evaluation Report; and
(VI)  Contract negotiations and award of Contract.
Article 18 Compilation of bidding documents
(I)  When compiling the bidding documents, the template documents specified in the Manual (Annex I) shall be used and the way of double enveloping of Technical and Financial Proposals in separate envelopes shall be adopted.
(II)  The evaluation method shall be a comprehensive scoring method, i.e., as a pre-requisite for meeting to the utmost the substantive requirements of the bidding documents, the bidders with the highest total score after the comprehensive evaluation of all factors as stipulated shall be the candidate for successful bidder. The total score consists two parts: financial score and technical score, in which the proportion of the financial part to the total score (i.e., the weighted value) shall be 20-50%. A minimum score may be set up for the technical part, in case a minimum technical score has been set up, the technical score shall be no higher than 75 and no lower than 60 (in percentile system).
Article 19 Advertisement of bidding notice
The bidding notice shall be advertised through at least one authoritative domestic medium. The main media include China Daily, China Environment Daily, www.chinabidding.com, www.chinabidding.com.cn, and www.ccgp.gov.cn. Besides, the bidding notice shall be advertised on FECO’s official website at www.mepfeco.org.cn
Article 20 Sending bidding documents
(I)  There shall be no less than 20 days from the day when the bidding documents are sent until the deadline for the bidders to submit the bids.
(II)  The Executing Agency, in discretion of the specific procurement situation, may extend the deadline for bidding and bid opening, provided that the extended date and time shall be informed in writing to all recipients of the bidding documents at least 7 days prior to the deadline for submission of bids as prescribed in the bidding documents.
Article 21 Public opening of bid
(I)  The bids, submitted in due time, shall be registered by the Executing Agency. The Technical Proposals shall be opened under the surveillance of the Evaluation Committee and a bid-opening record shall be compiled (see Table 1 in Annex II). After the evaluation of the Technical Proposals, the bidders having met the technical requirements shall be notified, the Financial Proposals shall be publicly opened and a bid-opening record shall be compiled (see Table 2 in Annex II).
(II)  Prior to the opening of bid, the Executing Agency and relevant staff members may not disclose to others the names and number of potential bidders that have obtained the bidding documents or other situations related to the bid-invitation and bidding that might affect the fair competition.
Article 22 Evaluation and compilation of Evaluation Report
(I)  The Executing Agency is responsible for organizing the Evaluation Committee, which shall be comprised of an odd number of five or more, which include the representative of the Executing Agency and experts in relevant technical and financial areas. The evaluation shall be presided by the Chairman of the Evaluation Committee elected thereby;
The list of the Evaluation Committee members shall not be disclosed to others until the evaluation result has been finalized.
(II)  The Evaluation Committee members shall perform the following duties:
1. Abiding by the laws and disciplines, performing duties objectively, impartially and incorruptibly;
2. Signing the Agreement of Confidentiality & Recusal Commitment (Annex III) and keep confidential the bid evaluation process and outcome and the bidders’ business secrets;
3. Carrying out the evaluation activity in accordance with the evaluation methods and evaluation standards stipulated in the bidding documents and be personally responsible for their evaluation opinions;
4. Participating in the drafting of the Evaluation Report;
5. Cooperating with the Executing Agency in replying the questions by bidders.
(III)  In the evaluation process, the Technical Proposals shall be opened first and the Financial Proposals shall be opened after completing the technical evaluation. Where a minimum technical score is set up, only the Financial Proposals of the bidders whose Technical Proposals have meet the minimum technical score shall be opened after the evaluation of Technical Proposals is finished. The Financial Proposals of the bidders whose Technical Proposals did not meet the minimum technical score shall be returned unopened after completing the Contract negotiations. An Evaluation Report shall be compiled after completing the evaluation process (see the template in Annex IV).
Article 23 Contract negotiations and award of Contract
(I)  According to the evaluation result, Contract negotiations may be omitted in case there is no change on or further requirements for the technical plan, staffing, work plan, contract responsiveness and prices of the bidders in concluding the contract. In case there are further requirements, the negotiations should be carried out with the bidders according to the ranking order, provided that there is no substantive change on the technical plan of the bids or the contract clauses.
(II)  The negotiations may include the discussions on the Technical Proposal, the recommended technical approach, work plan, organization and staffing, suggestions of the bidders on improving the Terms of Reference, as well as the price change induced from such changes, and the minutes of contract negotiations shall be compiled (see template in Annex V). In case the price change reaches 15% as a result of the significant change of inputs and outputs induced by various reasons, all bidders shall be given the same opportunity to make new offers or a new invitation for bid shall be made.
(III)  The Executing Agency shall furnish to FECO all the procurement documentation for prior review before the award of contract. This documentation would include, but not limited to, the bidding notice, the bidding documents, a copy of the bids (if requested by FECO), the evaluation report, the record of contract negotiation (if any), the recommendation for award, and the draft contract, If FECO determines that the procurement was not carried out in accordance with the agreed provisions of the Grant Agreement and/or the Procurement Plan, it shall promptly inform the Executing Agency and state the reasons for its determination. Otherwise, FECO shall provide no objection to the contract award. The Executing Agency shall confirm the award and sign the contract only after receiving the no objection from FECO.

Section II  Procedures of Other Procurement Methods for Consulting Services
Article 24 Limited competitive bidding usually includes the steps as follows:
(I)  Compilation of bidding documents;

(II)  Determination of shortlist;

(III)  Sending bidding documents;

(IV)  Opening of bid;

(V)  Evaluation and compilation of Evaluation Report; and

(VI)  Contract negotiations and award of contract.
Article 25 Requirements in each step in limited competitive bidding
(I)  Steps in “Sending bidding documents”, “Evaluation and compilation of Evaluation Report” and “Contract negotiations and award of Contract” stipulated in Article 23 (III), (V) and (VI) respectively are identical with the aforesaid in Articles 19, 21 and 22 respectively.
(II)  Compilation of bidding documents
1. When compiling the bidding documents, the template documents specified in the Manual (Annex I) shall be used.
2. Usually the way of double enveloping of Technical and Financial Proposals in separate envelopes shall be adopted.
3. The evaluation method shall be in accordance with Article 17 (II).
(III)  Determination of shortlist
It is the Executing Agency’s responsibility to prepare the shortlist. The shortlist should comprise at least three firms or entities, all of which have agreed to make an offer. In case there are less than three bidders on the shortlist or if it’s not guaranteed that three bidders will be making offers, it should be publicized for soliciting a shortlist, for which an announcement shall be advertised through at least one authoritative domestic medium, and the period of advertisement shall be no less than 7 days.
When the Executing Agency is unable to prepare a shortlist and in response to its written request, FECO may assist the Executing Agency in creating shortlists its contractors database. The provision of such lists does not represent an endorsement of the firms by FECO. The Executing Agency retains the responsibility to verify the eligibility and qualifications of the listed firms.
(IV)  Opening of bid
In case of limited competitive bidding, the bids might not be opened on the date of deadline for submission of bids, but another day and location, provided that it’s not too long from the deadline, two weeks at most. The bids shall be opened under the surveillance of the Evaluation Committee.
Article 26 Request for quotation usually includes the steps as follows::
(I)  Compilation of request for quotation documents;

(II)  Determination of shortlist;

(III)  Sending request for quotation documents;

(IV)  Evaluation of quotation documents and compilation of Evaluation Report; and

(V)  Award of contract.
Article 27 Requirements in each step in request for quotation
(I)  Compilation of request for quotation documents
Request for quotation documents shall include the description of the services to be procured, the specific requirements on services, the payment terms, etc.
(II)  Determination of shortlist shall be in accordance with Article 24 (III).
(III)  Sending request for quotation documents
Request for quotation documents shall be sent by facsimile or mail. There shall be no less than 3 working days from the day when the request for quotation documents are sent until the deadline for the bidders to submit the quotation documents.
(IV)  Evaluation of quotation documents and compilation of Evaluation Report
The composition of the Evaluation Committee and the duties to be performed by its members shall be in accordance with Article 21 (I) & (II). The evaluation method shall be the lowest price method provided that all substantive requirements in the request for quotation documents are met.
The Evaluation Report may be simplified, provided that it contains the information such as the evaluation result based on key criteria specified in request for quotation documents, the calculation of prices, and name of the successful bidder.
(V)  Requirements for award of contract shall be in accordance with Article 22 (III).
Article 28 Direct contracting usually includes the steps as follows:
(I)  Inviting the consultant to submit Technical/Financial Proposal and conduct Contract negotiations;

(II)  Award of contract.
Article 29 Requirements for each step of direct contracting
(I)  Negotiations mainly concern the technical plan, implementation plan, staffing and price provided by the consultant, and minutes of the negotiations shall be compiled;
(II)  Requirements for award of contract are in accordance with Article 22 (III).
Article 30 Special selection of consulting services --- individual consultants
(I)  In case of selecting individual consultants, the Executing Agency shall send invitations for expressions of interest to at least three individuals, using the template in the Manual (Annex VII). The selection shall be carried out through the comparison of the relevant overall capacity of at least three qualified candidates, and the one selected to be employed shall be the most experienced and best qualified, and shall be fully capable of carrying out the assignment. 
(II)  An individual consultant executing the consulting assignment shall not participate in any assignment with direct causal relation to the consulting assignment previously carried out by him/her.
(III)  The total number of staff-months of the actual amount of consulting services provided to the Executing Agency by an individual consultant within his/her contract period shall not exceed the corresponding number of natural months.
(IV)  Any consulting assignment to be executed by an entity may not, in any form, be rearranged into an assignment to be executed by an individual consultant.
(V)  Upon the written request of the Executing Agency, FECO may provide a shortlist of individuals expected to be qualified from its individual consultants database, to whom the Executing Agency will send invitations for expressions of interest. FECO also encourage the way of Advertisement for seeking the expressions of interest.
(VI)  Requirements for award of contract shall be in accordance with Article 22 (III).
Chapter V Procurement Procedures for Goods and Works 
Section I  Procedures of Open Competitive Bidding for Goods and Works
Article 31 Open competitive bidding usually includes the steps as follows:
(I)  Compilation of bidding documents;

(II)  Advertisement of bidding notice; 

(III)  Sending bidding documents;

(IV)  Public opening of bid;

(V)  Evaluation and compilation of Evaluation Report; and

(VI)  Award of contract.
Article 32 Compilation of bidding documents
(I)  Bidding documents concerning goods or works procurement shall be compiled based on the template stipulated by domestic authorities.
(II)  Requirements for compiling technical part
Technical specifications is the key part in the bidding documents, the international standards shall be used extensively, wherein the use of any brand or catalogue of the products produced by certain manufacturers shall be avoided, and misleading or discriminative conducts shall be refrained.
In general, the compilation should be carried out by experienced technical professionals, as to exceptionally complicated technologies or works, and the compilation should be carried by an expert team organized accordingly.
(III)  The evaluation method shall be lowest price method, i.e., on the premise that all substantive requirements in the bidding documents are met, the lowest prices are determined according to the uniform price factors, and the bidders who quote the lowest prices shall be regarded as the successful bidder.
(IV)  The Executing Agency shall request the bidders to submit a guaranty bond in the sum and format prescribed in bid-invitation documents. The guaranty bond shall remain effective within 4 weeks after the expiration of the validity period of bidding in order to ensure a reasonable period of time for the Executing Agency to take actions in claiming the guaranty bond. The guaranty bond shall be returned to the unsuccessful bidders in time after the signing of contract with the successful bidder.
Article 33 Advertisement of bidding notice
The bidding notice shall be advertised through at least one authoritative domestic medium. The main media include China Daily, China Environment Daily, www.chinabidding.com, www.chinabidding.com.cn, and www.ccgp.gov.cn. Besides, the bidding notice shall be advertised on the FECO’s official website at www.mepfeco.org.cn. 
Article 34 Sending of bidding documents
(I)  There shall be no less than 20 days from the day when the bidding documents are sent until the deadline for the bidders to submit the bids.

(II)  The Executing Agency, in discretion of the specific procurement situation, may extend the deadline for bidding and bid opening, provided that the extended date and time shall be informed in writing to all recipients of the bidding documents at least 7 days prior to the deadline for submission of bids as prescribed in the bidding documents.
(III)  While sending the bidding documents, certain fee may be collected in discretion of the cost. The fee shall not be too high, so as not to lead to reduce competition.
Article 35 Public opening of bids
(I)  A bid shall be opened publicly at the deadline for submission of the bidding documents as determined by the bidding documents and a bid opening record shall be made (see Annex II); the place for opening of bid shall be the place pre-determined in the bidding documents; and
(II)  Prior to the opening of bid, the Executing Agency and relevant staff members may not disclose to others the names and number of potential bidders that have obtained the bidding documents or other situations related to the bid-invitation and bidding that might affect fair competition.
Article 36 Evaluation and compilation of Evaluation Report
(I)  The composition of the Evaluation Committee and the duties to be performed by its members, shall be in accordance with Article 21 (I) & (II).
(II)  In general, evaluation shall be carried out in the procedures set forth below:
1. Pre-examination of bidding documents
According to the laws and regulations and provisions of bidding documents, the Evaluation Committee shall vet the qualification certifications in the bidding documents and the guaranty bond to ensure the bidders’ qualification for bidding. The vetting shall include the effectiveness, completeness of the bidding documents and the responsiveness to bidding documents in order to determine whether the bidders have responded to the substantive requirements of bidding documents.
2. Clarification of issues
As to the content in the bidding documents with ambiguous meaning, the inconsistency between descriptions of similar problems, obvious spelling or computational errors, the Evaluation Committee may ask, in written form (signed by Chairman of the Evaluation Committee), the bidders to make necessary clarifications, explanations or corrections. The clarifications, explanations or corrections made by the bidders shall be in writing and signed by the authorized representative, provided that it’s not beyond the scope of the bidding documents and the substantive contents of the bidding documents are not changed.
3. The bidding documents shall be invalidated during qualification and conformity vetting under any of the circumstances set forth below:
3.1. Guaranty bond in due payment is not paid;

3.2. Not sealed, signed or affixed with a stamp as stipulated in bidding documents;

3.3. Not meeting the qualification requirements of bidding documents; and

3.4. Not in accordance with the laws and regulations and other substantive requirements prescribed in the bidding documents.
4. Comparison and evaluation
The Evaluation Committee shall conduct technical and commercial evaluation on the bidding documents that have passed the qualification and conformity vetting strictly in accordance with the bidding documents.
(III)  Compilation of Evaluation Report
The Evaluation Report shall include the original evaluation record signed by all members of the Evaluation Committee and the record of the whole evaluation process and result.
Article 37 Award of contract
The Executing Agency shall furnish to FECO all the procurement documentation for prior review before the award of contract. This documentation would include, but not limited to, the bidding notice, the bidding documents, a copy of the bids (if requested by FECO), the evaluation report, the record of contract negotiation (if any), the recommendation for award, and the draft contract, If FECO determines that the procurement was not carried out in accordance with the agreed provisions of the Grant Agreement and/or the Procurement Plan, it shall promptly inform the Executing Agency and state the reasons for its determination. Otherwise, FECO shall provide no objection to the contract award. The Executing Agency shall confirm the award and sign the contract only after receiving the no objection from FECO.
Section II  Procedures of Other Procurement Methods for Goods and Works
Article 38 Limited competitive bidding usually includes the steps set forth below:
(I)  Compilation of bidding documents;

(II)  Determination of shortlist;

(III)  Sending bidding documents;

(IV)  Opening of bid;

(V)  Evaluation and compilation of Evaluation Report; and

(VI)  Award of contract.
Article 39 Requirements in each step in limited competitive bidding
(I)  Steps in “Compilation of bidding documents”, “Sending bidding documents”, “Evaluation and compilation of Evaluation Report” and “Award of contract” stipulated in Article 37 (I), (III), (V) and (VI) respectively are identical with the aforesaid in Articles 31, 33, 35 and 36 respectively.
(II)  Determination of shortlist
It is the Executing Agency’s responsibility to prepare the shortlist. The shortlist should comprise at least three bidders, all of which have agreed to make an offer. In case there are less than three bidders on the shortlist or if it’s not guaranteed that three bidders will be making offers, it should be publicized for soliciting a shortlist, for which an announcement shall be advertised through at least one authoritative domestic medium, and the period of advertisement shall be no less than 7 days.
When the Executing Agency is unable to prepare a shortlist and in response to its written request, FECO may assist the Executing Agency in creating shortlists its contractors database. The provision of such lists does not represent an endorsement of the firms by FECO. The Executing Agency retains the responsibility to verify the eligibility and qualifications of the listed firms.
(III)  Opening of bid
In case of limited competitive bidding, the bids might not be opened on the date of deadline for submission of bids, but another day and location, provided that it’s not too long from the deadline, two weeks at most. The bidders shall be invited to attend the bid opening and a record of bid opening shall be compiled (see Table 3 in Annex II).
Article 40 Request for quotation usually includes the steps as follows:
(I)  Compilation of request for quotation documents;

(II)  Determination of shortlist;

(III)  Sending request for quotation documents;

(IV)  Evaluation of quotation documents and compilation of Evaluation Report; and

(V)  Award of contract.
Article 41 Requirements in each step in request for quotation
(I)  Compilation of request for quotation documents
Request for quotation documents shall include the description of the services to be procured as well as the stated procurement quantity, technical specifications, delivery time and place and payment terms.
(II)  Determination of shortlist shall be in accordance with the Article 38 (II).
(III)  Sending request for quotation documents
There shall be no less than 3 working days from the day when the request for quotation documents are sent until the deadline for the bidders to submit the quotation documents. Request for quotation documents shall be sent by facsimile or mail.
(IV)  Evaluation of quotation documents and compilation of Evaluation Report
The evaluation method shall be the lowest price method provided that all substantive requirements in the request for quotation documents are met. The composition of the Evaluation Committee and the duties to be performed by its members, shall be in accordance with Article 21 (I) & (II).

The Evaluation Report shall include the following elements: evaluation result based on key criteria specified in request for quotation documents, calculation of prices, and name of the successful bidder.
(V)  Requirement for award of contract shall be in accordance with Article 36.
Article 42 Direct contracting usually include the following steps:
(I)  Inviting the supplier to provide a quotation and conduct contract negotiations; and

(II)  Award of contract.
Article 43 Requirements in each step in direct contracting
(I)  Negotiations mainly concern the technical performance, price and delivery time of the products to be supplied by the supplier, and minutes of the negotiations shall be compiled.
(II)  Requirements for award of contract are in accordance with Article 36.
Chapter VI Supplementary Provisions
Article 44 The Manual is subject to the explanations by the Contract Management Division of FECO.
Annex I: Standard Request for Proposals of Consulting Services 
Annex II: Bid Opening Record
Annex III: Evaluation Committee’s Letter of Confidentiality and Recusal Commitment
Annex IV: Template of Evaluation Report
Annex V: Template of Minutes of Contract Negotiations
Annex VI: Procurement Plan Form
Annex VII: Template Invitation of Expressions of Interest for Individual Consultants
Annex I:  Standard Request for Proposals of Consulting Services 

REQUEST FOR PROPOSALS

Project Name [insert: project name]

Title of Consulting Services [insert: title]

[insert: name of the Executing Agency]
Date [insert: date of publication]

Section 1.  Letter of Invitation

Dear Mr./Ms.:

1. [insert: name of the Executing Agency] (hereinafter called “the Tenderer”) has received financing from the Global Environment Facility (GEF)  toward the cost of [insert: name of Project] (hereinafter called “the Project”) through Foreign Economic Cooperation Office (FECO) of the Ministry of Environmental Protection which is the Project Agency. The Tenderer will apply a portion of the funds to eligible payments under the contract for which this Request for Proposals is issued.
2. You are requested to submit a proposal for the following consulting services: [insert: name of consulting services assignment].  More details on the services are provided in the Terms of Reference.

3. A firm will be selected under the selection method and procedures described in this RFP, This RFP includes the following documents:

Section 1 - Letter of Invitation
Section 2 - Instructions to Offerors (including Data Sheet) 

Section 3 - Technical Proposal - Guidance

Section 4 - Financial Proposal - Guidance

Section 5 - Terms of Reference (TOR)
Section 6 - Standard Forms of Contract

4. If you request additional information, we would endeavor to provide information expeditiously, but any delay in providing such information will not be considered a reason for extending the submission date of your proposal.

Yours sincerely,

[insert: signature, name, and title of the representative]

Section 2.  Instructions to Offerors

[Note: this Section 2 - Instructions to Offerors shall not be modified.  Any necessary changes shall be introduced only through the Data Sheet (e.g., by adding new reference paragraphs)]

1. Introduction

1.1  General

The Offerors are requested to submit a Technical Proposal and a Financial Proposal for consulting services required for the assignment named in the Data Sheet.  The Tenderer will select a consulting firm/organization (successful Offeror) from the Offerors by examining and evaluating their proposals. The Proposal will be the basis for contract negotiations and ultimately for a signed Contract with the successful Offeror.

The Tenderer is not bound to accept any proposal, and reserves the right to annul the selection process at any time prior to Contract award, without thereby incurring any liability to the Offerors.

1.2  Associations between Offerors

Firms/organizations may associate with each other in the form of a joint venture, if it is indicated in the Data Sheet, to complement their respective areas of expertise, strengthen the technical responsiveness of their proposals and make available bigger pools of experts, provide better approaches and methodologies, and, in some cases, to offer lower prices.

In case of a joint venture, a formal statement should be signed by all partners and submitted to the Tenderer along with their proposals, in which all partners shall declare their association, admit that all partners shall be jointly and severally liable for the entire assignment and indicate who will act as the leader of the joint venture.

1.3  Facilities Provided by the Tenderer
the Tenderer will timely provide at no cost to the Offerors the inputs and facilities specified in the Data Sheet, assist the successful Offeror in obtaining licenses and permits needed to carry out the services, and make available relevant project data and reports.

1.4  Cost of Proposal and Contract Negotiation

Offerors shall bear all costs associated with the preparation and submission of their proposals and contract negotiation.

1.5  Conflict of Interest
Offerors should provide professional, objective, and impartial advice and at all times hold the Tenderer’s interests paramount.

1.5.1  Without limitation on the generality of the foregoing, Offerors, and any of their affiliates, shall be considered to have a conflict of interest and shall not be recruited, under any of the circumstances set forth below:

(i)  Conflicting activities

A firm that has been engaged by the Tenderer to provide goods, works or services other than consulting services for a project, and any of its affiliates, shall be disqualified from providing consulting services related to those goods, works or services. Conversely, a firm hired to provide consulting services for the preparation or implementation of a project, and any of its affiliates, shall be disqualified from subsequently providing goods or works or services other than consulting services resulting from or directly related to the firm’s consulting services for such preparation or implementation. 

(ii)  Conflicting assignments

An Offeror (including its Personnel and Sub-Consultants) or any of its affiliates shall not be hired for any assignment that, by its nature, may be in conflict with another assignment of the Offeror to be executed for the Tenderer. For example, an Offeror hired to prepare Terms of Reference for an assignment should not be hired for the assignment in question.
(iii)  Conflicting relationships
An Offeror (including its Personnel and Sub-Consultants) that has a business or family relationship with a member of the Tenderer’s staff who is directly or indirectly involved in any part of (i) the preparation of the Terms of Reference of the assignment, (ii) the selection process for such assignment, or (iii) supervision of the Contract, may not be awarded a Contract. 

1.5.2  Obligation to disclose
Offerors have an obligation to disclose any situation of actual or potential conflict that impacts the interest of the Tenderer, or that may reasonably be perceived as having this effect. Failure to disclose said situations may lead to the disqualification of the Offeror or the termination of its Contract.

1.6  Fraud and Corruption

All Offerors participating in the Tenderer’s projects shall adhere to the highest ethical standards, both during the selection process and throughout the execution of the contract. In pursuance of this policy, the Tenderer:

1.6.1  defines, for the purpose of this paragraph, the terms set forth below as follows:

(i)  “corrupt practice” means the offering, giving, receiving, or soliciting, directly or indirectly, of anything of value to influence the action of a public official in the selection process or in contract execution;

(ii)  “fraudulent practice” means a misrepresentation or omission of facts in order to influence a selection process or the execution of a contract;

(iii)  “collusive practices” means a scheme or arrangement between two or more Offerors, designed to establish prices at artificial, noncompetitive levels;

(iv)  “coercive practices” means harming or threatening to harm, directly or indirectly, persons or their property to influence their participation in a procurement process, or affect the execution of a contract.

1.6.2  will reject a proposal for award if it determines that the Offeror recommended for award has, directly or through an agent, engaged in corrupt, fraudulent, collusive or coercive practices in competing for the contract in question;

1.6.3  will sanction an Offeror, including declaring the Consultant ineligible, either indefinitely or for a stated period of time, to participate any bidding held by the Tenderer if at any time determines that the Offeror has, directly or through an agent, engaged in corrupt, fraudulent, collusive or coercive practices in competing for, or in executing, a contract of the Tenderer.
1.7  Qualifications of the Offerors

1.7.1  Offerors and their associates shall not be under a declaration of ineligibility for corrupt and fraudulent practices issued by the Tenderer in accordance with the above para. 1.6.

1.7.2  Other qualifications, if any, shall be indicated in the Data Sheet.

1.8  Only One Proposal

Offerors may only submit one proposal. If an Offeror submits or participates in more than one proposal, such proposals shall be disqualified. 

1.9  Proposal Validity

The Data Sheet indicates how long Offerors’ Proposals must remain valid after the submission date. During this period, Offerors shall maintain the availability of Professional staff nominated in the Proposal. The Tenderer will make its best effort to complete negotiations within this period. Should the need arise, however, the Tenderer may request Offerors to extend the validity period of their proposals. Offerors who agree to such extension shall confirm that they maintain the availability of the Professional staff nominated in the Proposal, or in their confirmation of extension of validity of the Proposal, Offerors could submit new staff in replacement, who would be considered in the final evaluation for contract award. Offerors who do not agree have the right to refuse to extend the validity of their Proposals.

2. RFP Documents

2.1  Clarification of RFP Documents

Offerors may request a clarification of any of the RFP documents up to the number of days indicated in the Data Sheet before the proposal submission date. Any request for clarification must be sent in writing to the Tenderer’s address indicated in the Data Sheet. The Tenderer will respond in writing and will send written copies of the response (including an explanation of the query but without identifying the source of inquiry) to all Offerors. Should the Tenderer deem it necessary to amend the RFP as a result of a clarification, it shall do so following the procedure under para. 2.2.

2.2  Amendment of RFP Documents

At any time before the deadline for submission of proposals, the Tenderer may amend the RFP by issuing an addendum in writing. The addendum shall be sent to all Offerors and will be binding on them. After receiving the amendments, Offerors shall reply to the Tenderer in writing to acknowledge their receipts. If an Offeror fails to reply within the stipulated time, it shall be considered that the Offeror has received the amendments and will be binding on them. To give Offerors reasonable time in which to take an amendment into account in their Proposals the Tenderer may, if the amendment is substantial, extend the deadline for the submission of proposals.

3. Preparation of Proposals

3.1  General

In preparing their Proposal, Offerors are expected to examine in detail the documents comprising the RFP. Material deficiencies in providing the information requested may result in rejection of a Proposal.

3.2  Language

The Proposal, as well as all related correspondence exchanged by the Offerors and the Tenderer, shall be written in the language(s) specified in the Data Sheet.

3.3  Attention to the Technical Proposal

While preparing the Technical Proposal, Offerors must give particular attention to the following:

(i)  The Technical Proposal shall not include any financial information. A Technical Proposal containing financial information may be declared non responsive.

(ii)  Alternative professional staff shall not be proposed, and only one curriculum vitae (CV) may be submitted for each position.

3.4  Technical Proposal Content

The Technical Proposal shall provide the information indicated in the following parts. Guidance on the content of each part is provided in Section 3 of this RFP. 

(i)  Technical Proposal Submission Form  

(ii)  Brief Introduction of Offeror

(iii)  Proposed Methodology

(iv)  Organization and Staffing  

3.5  Financial Proposal Content 

The Financial Proposal shall include a submission form and breakdowns of the total price. It shall be prepared according to the Guidance (Section 4) and using the attached Standard Forms. It shall list all costs associated with the assignment. 

All activities and items described in the Technical Proposal must be priced separately; activities and items described in the Technical Proposal but not priced, shall be assumed to be included in the prices of other activities or items.

3.6  Currency of the Price

Offerors shall express the price of their services in the currency indicated in the Data Sheet.

4. Submission, Receipt, and Opening of Proposals

4.1  Submission Address and Deadline

The Proposals must be sent to the address/addresses indicated in the Data Sheet and received by the Tenderer no later than the time and the date indicated in the Data Sheet, or any extension to this date in accordance with para. 2.2. Any proposal received by the Tenderer after the deadline for submission shall be returned unopened.

4.2  Corrections of Proposals

The original proposal (Technical Proposal and Financial Proposal) shall contain no interlineations or overwriting, except as necessary to correct errors made by the Offerors themselves. The person who signed the proposal must initial such corrections.
No Proposal may be modified subsequent to the deadline for submission of proposals.
4.3  Withdrawal of Proposals

The Offeror may withdraw its Proposal after the Proposal’s submission, provided that written notice of the withdrawal is received by the the Tenderer prior to the submission deadline (see para. 4.1)
The Offeror’s withdrawal notice shall be prepared, sealed, marked, and sent to the address/addresses indicated in the Data Sheet (see para. 4.1). The withdrawal notice may also be sent by fax but followed by a signed confirmation original.

No Proposal may be withdrawn in the interval between the deadline for submission of proposals and the expiration of the period of proposal validity specified by the Offeror on the Proposal Submission Form.

4.4  Submission letters
Submission letters for both Technical and Financial Proposals should respectively be in the format of TECH-1 of Section 3, and FIN-1 of Section 4.
4.5  Tender Authorization

An authorized representative of the Offerors shall initial all pages of original Technical and Financial Proposals. Failure in initialing may result in rejection of a Proposal. The authorization shall be in the form of a written power of attorney accompanying the Proposal or in any other form demonstrating that the representative has been dully authorized to sign. The signed Technical and Financial Proposals shall be marked “Original”

4.6  Sealing and Marking of Proposal

4.6.1  The Technical Proposal shall be marked “Original” or “Copy” as appropriate. The Technical Proposals shall be sent to the addresses referred to in para. 4.1 and in the number of copies indicated in the Data Sheet. All required copies of the Technical Proposal are to be made from the original. If there are discrepancies between the original and the copies of the Technical Proposal, the original governs.

4.6.2  The original and all copies of the Technical Proposal shall be placed in a sealed envelope clearly marked “Technical Proposal”  Similarly, the original Financial Proposal shall be placed in a sealed envelope clearly marked “Financial Proposal” and with a warning “Do Not Open With The Technical Proposal.”  

4.6.3  The envelopes containing the Technical and Financial Proposals shall be placed into an outer envelope and sealed. This outer envelope shall bear the submission address and be clearly marked the name of the assignment stipulated in the Data Sheet (see para. 1.1). The Tenderer shall not be responsible for misplacement, losing or premature opening if the outer envelope is not sealed and/or marked as stipulated. This circumstance may be case for Proposal rejection. If the Financial Proposal is not submitted in a separate sealed envelope duly marked as indicated above, this will constitute grounds for declaring the Proposal non-responsive.

4.7  Opening of Proposals

The Tenderer shall open the Technical Proposal after the deadline for their submission. The envelopes with the Financial Proposal shall remain sealed and securely stored.

5.  Proposal Evaluation

5.1  General

A two-stage procedure is utilized in evaluating the proposals, with evaluation of the technical proposal being completed prior to any financial proposal being opened and compared.
From the time the Proposals are opened to the time the Contract is awarded, the Offerors should not contact the Tenderer on any matter related to its Technical and/or Financial Proposal. Any effort by Offerors to influence the Tenderer in the examination, evaluation, ranking of Proposals, and recommendation for award of Contract may result in the rejection of the Offerors’ Proposal.
5.2  Clarification of Proposals

To assist in the examination, evaluation and comparison of Proposals, the Tenderer may at its discretion, ask the Offeror for clarification of its Proposal. The request for clarification and the response shall be in writing and no change in price or substance of the Proposal shall be sought, offered or permitted.
5.3  Evaluation of Technical Proposals

The evaluation committee shall evaluate the Technical Proposals on the basis of their responsiveness to the Terms of Reference, applying the evaluation criteria, subcriteria, and point system specified in the Data Sheet. Each responsive Proposal will be given a technical score. A Proposal shall be rejected at this stage if it does not respond to important aspects of the RFP, and particularly the Terms of Reference or if it fails to achieve the minimum technical score indicated in the Data Sheet.
5.4  Opening of Financial Proposals

The Financial Proposals of all Offerors, who have attained the minimum technical score indicated in the Data Sheet (see para. 5.3) in the technical evaluation, will be opened and compared.
The Financial Proposals of Offerors, who have not passed the technical evaluation, will be returned to the respective Offerors unopened after completing the selection process.
5.5  Evaluation of Financial Proposals

The lowest evaluated Financial Proposal will be given the maximum financial score of 1000 points. The financial scores of the other Financial Proposals will be computed in accordance with the following formula

	financial proposal score
	=
	lowest qualified price × 1000

	
	
	Evaluated price


5.6  Correction of Computational Errors

The Evaluation Committee will correct any computational errors. When correcting computational errors, in case of discrepancy between a partial amount and the total amount, or between word and figures the formers will prevail.

In addition to the above corrections, activities and items described in the Technical Proposal but not priced, shall be assumed to be included in the prices of other activities or items.

5.7  Combination of the Scores 

Proposals will be ranked according to their combined technical and financial scores using the weights (T = the weight given to the Technical Proposal; P = the weight given to the Financial Proposal; T + P = 1) indicated in the Data Sheet:

Total Score = technical score x T+ financial score x P.
6.  Negotiations

6.1  Qualification for Negotiating

The Offeror achieving the highest combined technical and financial score will be invited for negotiations.

6.2  General

Negotiations will be held after the evaluation of proposal is completed. The invited Offeror will, as a pre-requisite for attendance at the negotiations, confirm availability of all Professional staff. Failure in satisfying such requirements may result in the Tenderer proceeding to negotiate with the next-ranked Offeror.  Representatives conducting negotiations on behalf of the Offeror must have authority to negotiate and conclude a Contract.
6.3  Technical Negotiations

Negotiations will include a discussion of the Technical Proposal, the proposed technical approach and methodology, work plan, and organization and staffing, and any suggestions made by the Offeror to improve the Terms of Reference. The Tenderer and the Offerors will finalize the Terms of Reference, staffing schedule, work schedule, logistics, and reporting. These documents will then be incorporated in the Contract as “Description of Services”. 
6.4  Financial Negotiations

The financial negotiations will reflect the agreed technical modifications in the cost of the services.
6.5  Availability of Professional staff/experts

Having selected the Offerors on the basis of, among other things, an evaluation of proposed Professional staff, the Tenderer expects to negotiate a Contract on the basis of the Professional staff named in the Proposal. Before contract negotiations, the Tenderer will require assurances of Offerors that the Professional staff will be actually available. The Tenderer will not consider substitutions during contract negotiations unless both parties agree that undue delay in the selection process makes such substitution unavoidable or for reasons such as death or medical incapacity. If this is not the case and if it is established that Professional staff were offered in the proposal without confirming their availability, the Offeror may be disqualified. Any proposed substitute shall have equivalent or better qualifications and experience than the original candidate and be submitted by the Offerors within the period of time specified in the letter of invitation to negotiate.

6.6  Conclusion of the negotiations

Negotiations will conclude with a review of the draft Contract. If negotiations fail, the Tenderer will invite the Offeror whose Proposal received the second highest score to negotiate a Contract.

7.1  Award of Contract

7.1  After completing negotiations the Tenderer shall award the Contract to the selected Offeror. After Contract signature, the Tenderer shall return the unopened Financial Proposals to the unsuccessful Offerors.

7.2  The successful Offeror is expected to commence the assignment on the date and at the location specified in the Data Sheet.

8.  Confidentiality

Information relating to evaluation of Proposals and recommendations concerning awards shall not be disclosed to the Offerors who submitted the Proposals or to other persons not officially concerned with the process, until the publication of the award of Contract. The undue use by any Offeror of confidential information related to the process may result in the rejection of its Proposal.

Instructions to Offerors

Data Sheet
	Paragraph

Reference
	

	1.1
	Method of selection: examine both technical and financial proposal.          

 Name of the assignment is:                                          

	1.2
	Firms/organizations may associate with each other in the form of a joint venture:  Yes           No        .

	1.3
	The Tenderer will provide the following inputs and facilities:                 

                                                                 

	1.7.2
	Other qualifications need to be met by Offerors include:

	1.9
	Proposals must remain valid               [Insert number: normally between 60 and 90 days] days after the submission date, i.e. until:          [Insert date]

	2.1
	Clarifications may be requested not later than              [Insert number] days before the submission date.

The address for requesting clarifications is:                              

Facsimile:                         E-mail:                          

	3.2
	Proposals shall be submitted in the following language:              [Insert
Chinese or English,]

	3.6
	All prices shall be quoted in:          [Insert a currency] 

	4.1
	The Proposal submission address is:                                    
Proposals must be submitted no later than the following date and time:         

                                                                 

	4.7
	Offeror must submit the original and                 copies of the Technical Proposal, and the original of the Financial Proposal.

	5.3
	Criteria, sub-criteria, and point system for the evaluation of Full Technical Proposals are:

Points

(i)  Specific experience of the Offerors relevant to the assignment:  [100 - 200]

(ii)
Adequacy of the proposed methodology and work plan 

in responding to the Terms of Reference:

a)
Technical approach and methodology               [Insert points]

b)
Work plan                                    [Insert points]

c)
Organization and staffing                        [Insert points]

Total points for criterion (ii):   [300 - 500]

(iii)
Key professional staff qualifications and competence for the assignment:

a)
Team Leader                                 [Insert points]

b)
[Insert position or discipline as appropriate]         [Insert points]

c)
[Insert position or discipline as appropriate]         [Insert points]

d)
[Insert position or discipline as appropriate]         [Insert points]

e)
[Insert position or discipline as appropriate]         [Insert points]

Total points for criterion (iii):   [400 - 600]

The number of points to be assigned to each of the above positions or disciplines shall be determined considering the following three subcriteria and relevant percentage weights:

1)
General qualifications         [Insert weight between 20 and 30%]

2)
Adequacy for the assignment    [Insert weight between 50 and 60%]

3)
Experience in similar projects and language [Insert weight between 10 and 20%]

Total weight:     100%

Total points for the five criteria:    1000

The minimum technical score required to pass is:          Points [Insert number of points]

	5.7
	The weights given to the Technical and Financial Proposals are:

T =  [Insert weight: normally 0.8], and

P =  [Insert weight: normally 0.2]

	7.2
	Expected date for commencement of consulting services :

   [Insert date]      at:  [Insert location]   


Section 3.  Technical Proposal - Guidance

The Offeror shall structure the Technical Proposal as follow:

(a)  Technical Proposal Submission Form (see Form TECH-1 of Section 3)

(b)  Brief Introduction of Offeror

This section should provide a brief description of the Offerors’ organization and a brief introduction of recent relevant experience of the Offerors and, in the case of joint venture, for each partner, on assignments of a similar nature (For each assignment, the following information should be indicated: the names of Sub-Consultants/ Professional staff who participated, duration of the assignment, contract amount, and Offeror’s involvement.) Offerors should be prepared to substantiate the claimed experience if so requested by the Tenderer.

(c)  Proposed Methodology

This section should include a description of the approach, methodology and work plan for performing the assignment

(i)  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.

(ii)  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 Tenderer), 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. 

(d)  Organization and Staffing 

In this section you should propose： 

(i)  the structure and composition of your team；
(ii)  the key expert responsible, and proposed technical and support staff, as well as the position that would be assigned to each staff team member, and their tasks; 

(iii)  the estimated number of staff-months input needed to carry out the assignment. The staff-months input should be indicated separately for each team member. 

This section should also provide Curriculum Vitaes (CVs) of the team members signed by themselves or by the authorized representative of them.

Form  TECH-1  Technical Proposal Submission Form


[Location, Date]

To:  [insert: name of the Executing Agency]
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 are submitting our Proposal in association with: [Insert a list with full name and address of each associated Consultant] 

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 1.9 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:
Section 4.  Financial Proposal - Guidance

Financial Proposal shall be structured with the following two parts, and Standard Forms attached here shall be used for the preparation of the Financial Proposal according to the instructions provided under para. 3.5 of Section 2.  

(a)  Financial Proposal Submission Form (see Form FIN-1 of Section 4)

(b)  Breakdown of Total Price (see Form FIN-2 of Section 4)

Form  FIN-1  Financial Proposal Submission Form


[Location, Date]

To:   [insert: name of the Executing Agency]
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 figures
].  
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 1.9 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:                                                         


Form  FIN-2  Breakdown of Total Price

	Breakdown Items
	

	1. Remuneration for Staff
	Name
	Position
	Staff-month Rate
	Input (Staff-months)
	Subtotal

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Subtotal
	

	
	Unit
	Unit Cost1
	

	2. Travel Expenses2
	
	
	

	3. Transportation Costs
	
	
	

	4. Communication Costs 3
	
	
	

	5. Printing Expense
	
	
	

	6. Office Consumables
	
	
	

	7. Convention Expense
	
	
	

	8. ……4
	
	
	

	9. 
	
	
	

	
	
	
	

	Total Price
	


[Note:]

The breakdown items provided above is just for reference and guidance, Offerors can adjust the items when prepare their Financial Proposal. Items that are not applicable can be deleted, others may be added.
1. Indicate unit cost and currency.

2. Cost of necessary travel, including transportation of the Personnel by the most appropriate means of transport and the most direct practicable route.

3. Cost of applicable or local communications such as the use of telephone and facsimile required for the purpose of the Services.

4. Cost of such further items required for purposes of the Services not covered in the foregoing.

Section 5.  Terms of Reference

Section 6. Standard Form of Contract

Contract for Consultants’ Services
Contract No.:
Project Name [insert: project name]

Title of Consulting Services [insert: title]

BETWEEN

Entrusting Party (Party A):
[name of the Executing Agency]

AND

Entrusted Party (Party B):
Dated:  


Entrusting Party (Party A):                                        
Residential Address:                                             
Telephone:                       Facsimile:                     
Entrusted Party (Party B):                                        
Residential Address:                                            
Telephone:                       Facsimile:                    
Whereas in the Contract, Party A shall entrust Party B to provide the consulting services for the project of                           and pay the consulting fee. Through equal consultation and on the basis of authentic, adequate and independent expression of each Party’s willingness, the agreement, concluded by both Parties in accordance with the “Contract Law of the People’s Republic of China” and relevant provisions and binding upon both Parties, is as follows:
I.  Party A’s responsibilities and obligations
1. Party A is                    (Description or title of Party A’s supremacy or dominance over the entrustment or a title, such as a project execution entity, an assignment’s organizer, a supervisor of certain activity, etc. ).
2. Party A shall entrust Party B to provide the                     consulting services and pay Party B the consulting service fee according to the Agreement.
3. Party A shall be responsible for the management of the entrustment items, Party A shall appoint                             as Party A’s project contact, who shall be responsible for                                          . (e.g., “coordinating various activities stipulated in the Contract”, to be performed only by a leader at Division level; omissible if a contact is unnecessary.)
4. Party A shall provide Party B with necessary materials for executing the entrustment items as well as technical coordination and business contacts, and in case Party B considers there are obvious errors in the materials and data provided by Party A, Party A shall, upon receiving Party B’s notice, timely reply and correct such errors within time limit as agreed by both Parties. (Note: This Provision is amendable or omissible as depends.)
II.  Party B’s responsibilities and obligations
1. Party B shall, as requested by Party A and within the service term stipulated thereby, provide Party A with consulting services concerning the Project of                       , the specific contents include (any one of the two modes set forth below): 
Mode I:
(1) statement of work content
(2) work outcomes to be delivered and the delivery time and method
(3) time limit for completing each stage’s work
(4) key and assistant personnel for fulfilling the task
(5) standard and procedures for evaluating or checking and accepting work outcomes
Mode II:
Party B shall fulfill the Contract obligations according to clauses stated in the Contract Annex                       [insert full name of the Annex] .
2. In case Party B finds out any obvious error or flaw in the materials and data provided by Party A, Party B shall inform Party A in writing within 3 working days. In case Party B fails to inform Party A the aforementioned issues discovered by Party B, it shall be construed that Party B considers the materials and data provided by Party A are in conformance with relevant conditions.
After the provision of the services thereunder, Party B shall timely return the original materials and data to Party A as requested by Party A. (Note: This Provision is amendable or omissible as depends.)
III.  Submission and acceptance check of work outcomes
1. Party B shall, in the way stipulated in the Contract or in the means confirmed by Party A, submit the work outcomes to Party A on the date specified in the Contract.
2. Party A shall, on the date stipulated thereby or within a reasonable time limit, check the work outcomes submitted by Party B in accordance with the Contract stipulation and notify Party B the result.
3. In case Party A holds a dissent on the work outcomes or report submitted by Party B, Party A shall send a written dissent to Party B within 10 working days after completing the acceptance check and ask Party B to adopt necessary remedial measures within time limit. In case the Contract standard still cannot be met after two times of remedial measures adopted by Party B, Party A has the right to terminate the Contract under Clause X thereof and hold Party B liable for breach of Contract.
4. Party B shall ensure the accuracy of the work outcomes submitted by Party B and be held responsible for the losses caused by decisions made by Party A according to Party B’s Consultation Report and opinions that are up to the Contract standard. (Note: This Stipulation is subject to flexible interpretation as depends.)
IV.  Consulting service fee and payment
1. Party A shall pay Party B a total sum of consulting fee RMB                   (insert amount in words and figures), in which any cost and expense (including, but not limited to, expenses incurred from surveys and research, analysis and demonstration, experiments and measurements, printing and mailing) and tax payments incurred to Party B in completing the Contract work shall be included.
2. Payment terms
 (Conditions for each expense or each item’s payment, such as work-progress-based payment, phased-achievement payment, for which each amount or proportion and time shall be specified.)
1)           (e.g.,   % of the Contract amount shall be paid after the signing of Contract; pay attention to the proportion of down payment);
2) (   % of the Contract amount shall be paid by Party A after the work outcomes have been submitted by Party B to Party A, who has qualified the           [insert work outcomes]  submitted by Party B.)
2. Payment terms
 (including cash, checks, bank remittance or wire transfer)
Party B’s bank name, beneficiary name and account number are as follows:
Bank name:                                                 
Beneficiary name:                                                 
Account number:                                               
4. Within      days after receiving the consulting service fee, Party B shall issue an eligible and effective invoice to Party A
V.  Ownership of the work outcomes
Under this Contract, any research, report or other material, figure and chart, software compiled for Party A by Party B, as well as the attached relevant rights, shall be reserved as Party A’s asset, to which Party A has complete ownership and use right, including, but not limited to, the right to own, use, make profits and dispose. Unless as authorized or agreed in writing by Party A, Party B may not use or disclose them to the public. Any intellectual right such as copyright and patent right, as well as any other right, produced thereunder or through Contract execution, shall be owned by Party A exclusively, Party B may not sign to such outcomes in any name under any circumstance unless agreed by Party A in writing.
 (In case Party B’s work content includes procurement of some equipments, a clause of “Equipment ownership” shall be added here, to be specified as depends.)
VI.  Confidentiality agreement
1. Party B shall keep confidential the undisclosed information involving national secrets or business secrets in any tangible or intangible information and data (including, but not limited to, written words and documents, electronic information/data and emails) obtained by Party B in fulfilling the Contract obligations.
2. Unless stipulated by laws and regulations separately or approved by Party A in writing, Party B, during and after the Contract execution, may not inform or transmit the abovementioned information to any persons, institutions, governments or entities other than Party A, unless such information has lawfully become public information. Party B shall compensate Party A for its losses directly or indirectly incurred consequently from its violation of the aforementioned provision.
3. The period of confidentiality obligation shall be        year(s), unaffected by early termination of the Contract.
VII.  Recusal from relevant interests
Party B shall guarantee: There are no conflicting relationships or business between Party B (including its affiliates and personnel) and Party A, Party B may not behave or participate in any activities conflicting with the fulfillment of the Contract work or obligations, especially not participating in the supply of goods, works or services having a causal relationship with this consulting service Contract.
VIII.  Code of conduct
1. Party B shall guarantee that, in executing the Contract, there is no existence of conduct infringing Party A’s interests or violating national laws, such as fraudulence or corruption;
2. Party B shall provide services thereunder by making all efforts and adhering to the highest professional standards and occupational ethics;
3. Party B shall be legally held responsible for the infringement of any third party’s patent right, trademark right or copyright resulted from the work outcomes submitted thereunder and compensate any and all losses incurred to Party A thereby; and
4. Party A has the right to request Party B to disclose any work or activities carried out during the Contract term, so as to ensure nonexistence of conflicts between such work or activities and the Contract work or the righteous fulfillment of the Contract obligations.
IX.  Contract changes and transfer
1. Any modifications or changes to the Contract clauses after its conclusion, including the modifications and changes to the Annexes shall be invalid unless agreed by both Parties in writing;
2. Unless previously agreed by Party A in writing, Party B may not replace by itself the main staff members listed in the Annexes; after the replacement is agreed by Party A, Party B shall ensure the same level or capability between the new staff and the original staff; and
3. Unless previously agreed by Party A in writing, Party B may not transfer or sub-contract the core or main obligations thereof to others.
X.  Early termination of Contract
1. Party A has the right to notify Party B the suspension of the payment for consulting service fee and early termination of the Contract under any one of the circumstances (1)～(7) set forth below:
(1) Party B has explicitly expressed or, shown through its behavior, its unwillingness of fulfilling the Contract obligations;
(2) Party B fails to submit partial or all work outcomes that are up to Party A’s satisfaction within the period of time specified in Clause II or the extended period agreed by Party A in writing;
(3) Party B’s behavior has violated the provisions of Clauses V, VI, VII, VIII and IX;
(4) Other violation by Party B that has resulted in the impossible realization of the Contract goals;
(5) Party B has lost or might lose its ability in fulfilling its liability;
(6) Force of Majeure that has resulted in the impossible realization of intended purpose; and
(7) Party A has the right to terminate the Contract by itself or out of other reasons, provided that a written notice is sent to Party B 30 days in advance.
2. Settlement after Contract termination:
(1) If Party A has confirmed the services provided by Party B up to date, Party A shall pay Party B the amount of fees corresponding to the payment progress; and
(2) If Party A refuses to confirm the services provided by Party B prior to the date of Contract termination, Party A has the right to request Party B return, in partial or in full, the paid money.
3. In the event of Party B’s breach of the Contract, Party A’s request for early termination of the Contract shall not affect its right to ask for breach penalty and loss compensation.
XI.  Liability for breach of Contract
1. Liability for malicious breach of Contract: Party A has the right to ask Party B to pay a penalty amounting to 30% of the Contract value under the circumstance of Clause X.1 (1);
2. Liability for general breach of Contract: Party A has the right to request Party B to pay a penalty amounting to 15% of the Contract value under any one of the circumstances of Clause X.1 (2), (3) and (4);
3. Overdue fine: In case the penalties under Clauses I and II are not paid on time, an overdue fine shall be paid at the daily rate of 0.5‰ of the total overdue amount, calculated from the expiration date of the deadline for penalty payment;
4. Liability for overdue submission of work outcomes: In case Party B delays the submission of work outcomes, an overdue fine shall be paid at the daily rate of 0.4‰ of the total consulting service fee. The payment of such fine shall not exempt Party B from the continue fulfillment of its obligations thereby (e.g., the submission of a Consultation Report);
5. Liability for overdue payment: In case Party A fails to make the payment thereby within the period of time specified therein and still refuses to make payment within a reasonable time limit after Party B’s request in writing, Party B has the right to request Party A to pay an overdue fine at the daily rate of 0.4‰ of the overdue payment, calculated from the expiration date of the deadline for making demanded payment; and
6. In case the penalty is inadequate for compensating the losses of the non-breaching Party, such non-breaching Party has the right to request the breaching Party for compensating its losses.
XII.  Force of Majeure
1. Force of Majeure means the objective situations that are unpredictable, unavoidable or unvanquishable;
2. In case any Party fails to execute or continue to execute or completely execute the Contract due to Force of Majeure, its liabilities shall be exempted partially or completely according to the impact degree of such Force of Majeure, except for legally and separately formulated provisions. In the event of Force of Majeure incurred after the delayed execution of Contract, such Party’s liabilities shall not be exempted; and
3. The Party suffered from Force of Majeure shall notify the other Party in writing within 15 days after the accident and provide a (notarized) certification certifying the occurrence of such accident or the reasons causing its inability in executing the Contract. Both Parties may, upon consultation concerning the impact degree, decide to terminate or modify the Contract.
XIII.  Settlement of disputes
Any and all disputes arising from the Contract execution shall be solved by both Parties through consultation and mediation. In case the consultation or mediation fails, such dispute(s) shall be brought to Beijing Arbitration Committee for arbitration.
This Clause shall not lose its validity due to any disputes, modifications, termination or invalidation of the Contract.
XIV.  Service period
The service period for Party B to complete the work as stipulated by the Contract shall be from                             until                         , during which Party B shall provide services specified thereby. In case Party B fails to complete the Contract workload or submit the corresponding work achievements, an extended service period shall be determined based on Party A’s decision in writing.
XV.  Contract period of validity
The Contract shall become effective from the date of signature and stamp affixing by both Parties until                                         , except for the circumstances set forth under Clause X.
XVI.  Miscellaneous

1. Any notice or request thereunder sent to the address through express delivery, facsimile or email shall be construed as fulfillment of the notification obligation and, both Parties confirm:
Party A’s Mail Address:

Recipient:                        Telephone:

P.C.:

Fax:

Email: 
Party B’s Mail Address:

Recipient:                        Telephone:

P.C.:

Fax:

Email: 
2. The following Addendums are attached to the Contract: (list all Annexes, in full titles)
Addendum I:                                             
Addendum II:                                            
Any and all Annexes attached to the Contract shall be considered as an inseparable part of the Contract with same level of legal effect. In case the provisions in an Annex are inconsistent with those in the Contract text, the Contract text shall govern; in case of inconsistency between the provisions of different Annexes, the latter shall govern. (Explanations: 1. Proposals compiled by Party B are primal part of the Contract; 2. In case the Proposals are deemed by the Evaluation Committee as inadequate in meeting the Terms of Reference, the TOR shall be used as an Annex as well; 3. If a project implementation plan has been compiled by the successful bidder, such implementation plan, approved by Party A, shall be used as the only Annex to the Contract.)
3. The Contract is in        copies with Party A holding        copies (at least 3) and Party B holding        copies, equally and legally effective.
Party A:                                          (Stamp)
Legal/authorized representative:                       (Signature)

Signing date:                                     
Party B:                                          (Stamp)

Legal/authorized representative:                       (Signature)

Signing date:                                     
Annex II:
Table 1                       

Bid-Opening Record of Technical Proposal (Applicable to Consulting Services)
Bid Invitation Serial No.:                       Title of Consulting Services:
Deadline for Submission:
Date and Time for Technical Proposals Evaluation:
Bid-Opening Location:
	No.
	Bidder
	With Proper Sealing & Marking or not
	Signature of Bidder’s Representative
	Remarks

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	


Bid Opener:




 




Recorder:





        Supervisor:

Table 2

Bid-Opening Record of Financial Proposal（Applicable to Consulting Services）
Bid Invitation Serial No.:                       Title of Consulting Services:
Deadline for Submission:
Date and Time for Technical Proposals Evaluation:
Date and Time for Financial Proposals Evaluation:
Bid-Opening Location:
	No.
	Bidder
	Announced Price
	Signature of Bidder’s Representative
	Remarks

	
	
	Currency
	Amount
	
	

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	


Bid Opener:




 




Recorder:





        Supervisor:
Table 3                                  
Bid-Opening Record（Applicable to Goods & Works）
Bid Invitation Serial No.:                       Name of Goods/Works:
Deadline for Submission:
Date and Time for Bid Opening:
Bid-Opening Location:
	No.
	Bidder
	Place of Origin
	Quotation Form
	Announced Price
	Guaranty Bond
	Discount Rate
	Delivery Date
	Signature of Bidder’s Representative
	Remarks

	
	
	
	
	Currency
	Amount
	
	
	
	
	

	1.
	
	第 2 条 
	
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	
	
	
	

	3.
	
	第 3 条 
	
	
	
	
	
	
	
	


Bid Opener:




   Announcer:                         Recorder:





    Supervisor:
Annex III:
Evaluation Committee’s Letter of Confidentiality & Recusal Commitment
I, in participating in the evaluation process for the Project                    , shall abide by sincerely the provisions and requirements concerning the bid evaluation as requested by the State, the Foreign Economic Cooperation Office of MEP, and [insert: name of the Executing Agency] seriously keep my commitments as follows:
I will protect the intellectual properties of the bidders and will not duplicate, copy down or retain the bidding documents by myself; I will not leak or pilferage in any form the technical content of bidding documents and bidding documents.
I will not disclose the names of the evaluation panel, the opinions and recommendations proposed during the evaluation process, the evaluation result that has not been approved for public promulgation, as well as other information that might affect the fairness of the evaluation and impair the interests of the State or bidders to any bidders or stakeholders of the Project
I have no family or teacher-student or leader-member or consulting or stockholding relationships with any bidders; I have no academic opinions conflicting with the Project’s main technologies.
Committed by:
(yy/mm/dd)

Annex IV:
Project
Evaluation Report
 (yy/mm/dd)
 I.  Evaluation Process
1. Background (may including a simple introduction of the evaluation process)
2. Selection process
	2.1
	Project Name
	

	
	Procurement Assignment
	

	2.2
	Name of the Tendder
	

	2.3
	Budget
	

	
	Source of Fund
	

	
	Procurement Rule/Mode
	

	
	Issuing Date of Bid Invitation (or  Bidding Notice)
	

	
	Media for Promulgation
	

	
	List of Invited Entities
	


	2.4
	Deadline for Submission
	

	
	List of Bidders
	

	2.5
	Evaluation Duration
	

	
	Evaluation Panel
	

	
	Evaluation Scoring
	

	
	(1) Technical Score
	(Evaluated Average Score)

	
	(i)
	

	
	(ii)
	

	
	(iii)
	

	
	(2) Financial Score
	(Method for Calculation of Financial Score)

	
	(i)
	

	
	(ii)
	

	
	(iii)
	

	
	(3)Total score
	(Technical * ?% + Financial *?%)

	
	(i)
	

	
	(ii)
	

	
	(iii)
	


II.  Evaluation result
Potential successful bidder:
Expert’s Signature:
III.  Addendums to Evaluation Report
(I) Bidding documents
(II) Expert Scoring Form

(III) Scores Summary
Annex V:
Minutes of Contract Negotiations
	1．
	Project Background
	

	
	Project Name
	

	
	Source of Fund
	

	
	Procurement Assignment
	

	
	Procurement Rule/Mode
	

	2．
	Party A in Contract Negotiations
	

	
	Entity
	

	
	Negotiator
	

	3．
	Party B in Contract Negotiations
	

	
	Entity
	

	
	Negotiator
	

	4．
	Selection of Negotiation Parties
	

	
	
	Evaluation Result: □Number 1  □Number 2  □Number 3

	
	
	In which: Technical Score: □Number 1  □Number 2  □Number 3□No Technical Score

	
	
	Business Score: □Number 1  □Number 2  □Number 3□No Business Score

	
	
	Other Forms of Selection:

	5．
	Negotiation Contents
	

	
	Time
	

	
	Place
	

	5.1.
	Negotiations on Quoted Price (with additional breakdown of budget)
	

	5.2.
	Negotiations on Technical Plan, Work Plan and Staffing (with addendums)
	

	5.3.
	Negotiations on Contract Clauses
	

	5.4.
	Issues with Extra Explanations
	

	6.
	Contract Negotiation Result
	

	7.
	Contract Negotiation Record
	

	
	Party A (Signature)
	

	
	Party B (Signature)
	


Annex VI:
Procurement Plan of    [insert: Project Name]     
Date:              
	Ref. No.
	Contract or Assignment Description 
	Estimated Cost Budget 
	Procurement Method 
	Expected Beginning Date of procurement
	Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Annex VII:
Invitation of Expressions of Interest 
Individual Consultant for [insert: the name of the assignment]  
【name of the individual consultant】：

The [insert: name of the Executing Agency] has received financing from the Global Environment Facility (GEF) toward the cost of [insert: name of Project] (hereinafter called “the Project”) through Foreign Economic Cooperation Office of the Ministry of Environmental Protection (FECO, the Project Agency), and shall be responsible for the execution of the Project. The purpose of the Project is [insert: the purpose of the Project] . we will employ an individual consultant to provide the consultant service of  [insert: the name of the assignment]. The terms of reference which describe the detailed requirements can be found in the Annex attached hereby.
If you have interest to undertake this assignment, please contact us and deliver your personal resume (including the information of relative researches you have ever engaged, and the time and effort you can put in the Project during [insert a time period]) before [insert date], by mail, or by fax, or by e-mail

When we receive three resumes or above, we shall select the most experienced and best qualified individual consultant to carry out the assignment among the candidates according to the procurement rules of FECO.

Attn: [insert name of officer & title]

Tel: [include the country and city code]

Fax: [include the country and city code]

E-mail: [include e-mail address]

Annex：Terms of Reference of Individual Consultant for [insert: the name of the assignment]
The [insert: name of the Executing Agency]
dd/mm/yy
� For instance, a firm that has been engaged to provide engineering design for an infrastructure project shall not be hired for preparing an independent EIA report for the same project. Similarly, an entity hired for compiling the Terms of Reference shall not provide consulting services for said assignment. 


� Delete in case no association is foreseen.


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