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I. Introduction:

Programme Evaluation Organization (PEO) of Planning Commission has
been conducting evaluation studies of Central Sector Schemes/ Centrally sponsored
schemes/ Programmes on the behest of the various implementing ministries of
Govt. of India and the subject matter division of Planning Commission. These
evaluation studies are prioritized by the Development Evaluation Advisory
Committee (DEAC) (the apex body of PEO), under the Chairmanship of the Deputy
Chairman, Planning Commission. The composition of the DEAC is given at
annexure-L.

II. Purpose of Evaluation:

The evaluation studies are designed to assess the process of implementation,
effectiveness of delivery systems and impact of programmes/ schemes, and then to
come up with recommendations and suggestions for further improvement of the
programmes/schemes. These studies are diagnostic in nature and aim at identifying
the factors contributing to successes and/or failures of various
programmes/schemes at different stages of implementation and thus help in
analyzing/deriving lessons and people’s reactions thereto for improving the
performance of the existing schemes through mid-course corrections and better
designs for future programmes.

III. Approach for undertaking evaluation studies by PEO:

The proposals of evaluation studies received from the implementing
Ministries/Departments of GOI are discussed in the DEAC and are enlisted on
priority basis for evaluation by PEO. The evaluation studies are conducted either by
PEO-in-house (by utilizing the men power of PEO field units -7 Regional Evaluation
offices and 8 project Evaluation offices located in the capital cities of the country) or,
by outsourcing to empanelled research institutes. The addresses of the Regional
evaluation offices (PEO field units) are given at annexure-lIl. Similarly the



procedures of empanelment of research institutes for undertaking PEO evaluation
studies on outsourcing basis is given at annexure-III.

IV. Stages of Evaluation:

The PEO conducts process and impact evaluation of various Schemes/
programmes Govt. of India including the flagship programmes on the behest of the
implementing Ministries/Departments of GOL. The various stages of the evaluation
are as below:

i) Prioritization by DEAC:- The studies to be taken in a particular year are
prioritized by the Deputy Chairman, Planning Commission as head of the DEAC.

ii) Constitution of CEMC: A Consultancy Evaluation Cum Monitoring
Committee (CEMC) is constituted for each evaluation study in order to monitor
and provide necessary guidance to conduct the evaluation studies. The
composition of the CEMC is given at annexure-IV. The constitution of CEMC is
required to be approved by the competent authority (i.e., Secretary, Planning
Commission).

iii) Preparation of the study design : A thorough study of background literature
is done by PEO related to the evaluation Study. PEO then requests the
implementing Ministry (one of the stakeholders) to provide the TOR, i.e., the
objectives and coverage under the study. After receiving the TOR, PEO prepares
the study design in consultation with the subject division, Planning Commission,
the implementing Ministry and the other stakeholders.

Study design and Methodology:
The study design contains the following;:

Part -A Background of the Scheme:-

i) Scheme objectives and its guidelines

ii) Coverage of the programme and the physical / financial targets and
achievement since inception till date,

iii) ~ Implementing process of the programme.

iv)  Other relevant materials to be necessary for the study.

V) Important findings, if available from any other research/ evaluation
already conducted on the subject by any agency.



Part B :
The part-B contains the following;:
a) Proposed evaluation objectives to be covered under the study.
b) Reference period of the evaluation study.
c) Identification of indicators to address the objectives of the evaluation study.

V. Study Methodology and Sampling frame: This constitutes the main/
important pillar of the evaluation study on which the conducting of entire
evaluation is based on. If the Sampling methodology is not properly framed, the
entire evaluation study will not produce the desired results. A Sampling method,
either purposive or stratified or systematic random sampling is adopted for any
evaluation study under consideration. Focus Group Discussions (FGDs) are also
done according to the need of the study.

VI  Approval of Study design.

After preparing the study design, PEO convenes the CEMC meeting at
Planning Commission. In the meeting, the design methodology of the study is
presented. The Chairman and the members (representative form the implementing
Ministry, subject division of Planning Commission, experts from research institutes
and officers of PEO etc.) discuss in detail the design methodology and the Sampling
frame of the proposed study. After thorough discussion, a consensus decision is
taken on the design of the study. If necessary, the design is improved and final
approval of the same is taken from the Chairman of the CEMC.

VII PEO-in-House Study:

a) Preparation of schedules: In a PEO in house study, the different levels of
schedules/ questionnaires are prepared with the assistance of the other
officers of PEO Hqrs. and the PEO field units in consultation with the
members of the CEMC. Then, these schedules are sent to the PEO field
units (REOs and PEOs) for conducting necessary field testing. The
schedules are finalized after getting feed back from the field test and
approved by the adviser (PEO).

b) Orientation of field staff: Generally, for PEO- in house study, the data
collection/ field investigation is conducted by the officers of PEO field
units (7 Regional Evaluation Offices and 8 Project Evaluation Offices).
Necessary orientation/ training is provided to the field staff for
conducting the field investigation work. The orientation meeting is
organized either at PEO (HQ) New Delhi as at some offer field officers of
PEO as per decision of the Adviser (PEO). The orientation meeting is also
attended by the Chairman and other members of the CEMC & the



d)

f)

g)

duration of the orientation meeting is fixed for at least 2 to 3 days
depending on the volume of discussion / programme.

Issuance of facility letter: Before launching the study in the field, a
facility letter is issued by the Secretary, Planning Commission to the Chief
Secretaries of the Sample States with the request to provide all necessary
co-operation to the field teams of the PEO during their field investigation/
data collection in the concerned States. After, the Study is launched in the
field, the field team of REO/PEO visits the Sample States, Districts, Blocks,
GPs and the Villages and canvasses the various levels of schedules and
collects relevant data. This process takes at least 2 to 5 months. (as per the
volume of data needed to be collected from the field).

Scrutiny, coding, data entry and tabulation of the field data: After
completion of the field investigation/data collection, the REOs/PEOs send
the bunch of schedules to PEO, Hgqrs. at Planning Commission, New
Delhi. At the Hqrs., the raw data are scrutnized and provided different
codes, Generally, PEO hires the services of data entry operators and
programmers of the NIC Planning Commission unit for making data entry
according to the design of the study and supervised by PEO. This process
also takes 5 to 6 months.

Data analysis and report writing: ~ After completion of data tabulation,
a team of officers including the Project Director analyze the data tables as
per the guidelines received from Adviser (PEO) and then the report is
written as per the Chapterisation plan already prepared by PEO and
approved by CEMC. The drafting of the report takes at least 2 months time
duration.

Presentation of the draft evaluation report: PEO circulates the copies of
the draft evaluation reports among the CEMC members and other
stakeholders for their comments/suggestions. Moreover, the findings of
the evaluation study are presented in a meeting before the Deputy
Chairman, Planning Commission, Members of Planning Commission,
Secretary, Planning Commission, CEMC Members, Subject matter division
and the officials of the implementing ministries.

Final evaluation report: PEO finalizes the draft evaluation report after
incorporating the suggestions of the DEAC and the CEMC members and
the final evaluation report approved by Deputy Chairman, Planning
Commission as head of the DEAC. Then the report is placed in the public
domain/ Planning Commission website. Moreover, the report is published
and the printed copies of the evaluation reports are also provided to all the



stake holders (the implementing Ministry at the Centre, the State
Governments and the executive agencies) for necessary action at their and.

VII. Out sourced studies: The process of PEO outsourced studies is more or less

same as PEO-in-house studies.

a)
b)

0

d)

The CEMC is constituted as explained above.

The design is approved by the CEMC.

The willingness for conducting the study is invited from the
empanelled institutes.

PEO prepares the Terms of Reference (TOR) for conducting the
evaluation study on outsourced basis. Mainly, the TOR contains the
design methodology and sampling frame of the study and it may also
include the schedules/questionnaires. Then, the technical and financial
bids are invited from the willing and interested institutes to conduct
the evaluation study as per the TOR of PEO. At least one months time
duration is given to the institutes to submit the bids to PEO.

Then, the technical bids are scrutinized and the same are opened before
the members of the CEMC for providing necessary scoring. Generally
the process of outsourcing is done as per the Manual and Policies
&Procedure of Employment Consultants received from Ministry of
Finance, Department of Expenditure, Govt. of India (the copy is given
at annexure-V).

Generally, the CEMC members evaluate the technical & financial bids
following the Cost Evaluation under Combined Quality-Cum-Cost-
Based -System (CQCCBS) given at page 3.12 (page- 15 of the manual).
70% weight age is given to the technical bids and 30% weightage is
given to the financial bids. The institute (who ranks one) is selected by
the CEMC Members to undertake PEO evaluation study on outsourced
basis.

During the evaluation of technical bids, if the Members of the CEMC
feel that a presentation of the study methodology/work plan of the
proposed study is needed, then, the technically qualified institutes are
asked to give presentation of the same before the CEMC for opening
the final bids.

After final selection of the research institute, PEO submits the cost
estimate of the selected institute before the Sanctioning Committee for
sanctioning the amount quoted for conducting the study.

After getting sanction of the Sanctioning Committee, PEO issues the
sanction order to the institute and requests (the institute) to submit the
agreement bond as per TOR supplied by PEO.



The agreement between PEO & the outsourced agency is made with
certain conditions.

The institutes then launch the study in the field under intimation to
PEO.

Generally 10% sample cheques at random in the field are done by the
field units of PEO.

The institute is required to give a initiation / quick report of the study
after launching it in the field.

The draft report is required to be submitted by the institute after nine
months.

They are to present the study before Deputy Chairman and the
members of the CEMC before finalization of the report.

The report (for outsourced study) is finalized by PEO as that of the
PEO in house study.

% ok ok



Annexure-1

1. DEAC: The Development Evaluation Advisory Committee (DEAC) is the
apex body of Programme Evaluation Organization (PEO), Planning
Commission.

2. Function: The main function of DEAC is to prioritize the
schemes/Programmes to be evaluated by PEO from time to time.

3. Its Composition: The DEAC Comprises of the following:

i)  Deputy Chairman, Planning Commission - Chairman
ii) All the member of Planning Commission - Members
iii)  Secretary, Planning Commission - Member
iv)  Four subject/experts/domain experts from - Member
outside Planning Commission
V) Adviser (Evaluation), Planning Commission - Member-Convener

4, Other Functions of DEAC:

a) The draft evaluation reports are presented before the members
of the DEAC.
b) The final evaluation reports are placed in Planning Commission

website/ Public Domain after the approval of DEAC.

5) Term of Reference (TOR)

i) To identify major thematic areas for evaluation research in
the country and for Programme Evaluation Organization
(PEO).

ii) To consider and approve the Annual Plan/ Long term Plan
for PEO.

iii) ~ To assess and monitor the quality of development evaluation
research in the country and recommend corrective measures.

iv) To monitor compliance of evaluation findings by planning
and implementing Ministries/Departments.

V) To suggest ways and Central Ministries/ Departments, State
Evaluation Institutions as well as other academic institutions
and organizations engaged ; in monitoring and evaluation
of programmes/schemes and research.



Vi)

vii)

viii)

To provide guidance for formulation of a national evaluation
policy outlining the methods, standards and process of
information generation and use.

To assess evaluation resources and develop suitable
strategies for evaluation capacity development in the
Ministries/ Departments, NGOs Universities and Research
Institutions in the country.

To suggest any other activities to be undertaken by PEO to
generate useful evaluative information for planners/ policy
makers.

6) The Committee may co-opt any additional Member (s).

7) The Committee would meet at least twice in a financial year.

8) For attending the meeting of the Committee, Officers will draw TA/DA from

their departments. Non-official Members will be paid TA/DA as admissible o a

Grade-I officer of the Central Government by the Planning Commission.



Regional Evaluation Offices

Annexure-II

As on 06-09-2012

SI. Name & Address Telephone Numbers
No Office Residence
Director 044 -28279008
Regional Evaluation Office, 044 -28240408 (Fax)
PEO, Planning Commission, Government of India, 09444220408
o Block-VI, 34 Floor, Shastri Bhavan, Shri Ch.David, SRO
35, Haddows Road, 09444797539
Chennai-600006 (Tamil Nadu) e-mail: reochn@nic.in
Director 0172- 2745439
Regional Evaluation Office, 0172- 2745457 (Fax)
PEO, Planning Commission, Gol,
e Kendriya Sadan, Ground Floor, e-mail: reo@chd.nic.in
“A” Wing, Sector - 9A, mailto:reo@chd.nic.in
Chandigarh-160009
Director 0141 -2231742 09414040917
Regional Evaluation Office 0141 -2231653 (Fax)
PEO, Planning Commission, Government of India,
©® | Room No. 301, 34 Floor, Block -A,
Kendriya Sadan Parisar, Sector-10,Vidhyadhar e-mail: reo-rj@nic.in
Nagar,
Jaipur -302023 (Rajasthan).
Director 040 -24656300 09989192348
Regional Evaluation Office, 040 -24656291 (Fax)
PEO, Planning Commission, Government of India, e-mail:
o R.No0.4-5-398, Sultan Bazar, reohyd@ap.nic.in
Kendriya Sadan, 1st Floor,
Hyderabad-500095 (Andhra Pradesh)
Director 022 -27570665
Regional Evaluation Office, 022 -27570622 (Fax) 09820234626
PEO, Planning Commission, Government of India,
© B-401, 4th Floor, Kendriya Sadan, e-mail: reo.mum@nic.in
Sector -10, CBD Belapur,
Navi Mumbai- 400 614 (Maharashtra)
Director
Regional Evaluation Office (Northern Central 0522 - 2329811
Region) 0522 - 2329628 (Fax)
@ | PEO, Planning Commission, Government of India, | e-mail: replko@up.nic.in | 09453016292
Hall No. 2, 7¢t Floor, Kendriya Sadan,
Sector-H, Ali Ganj
Lucknow - 226024 (Uttar Pradesh)
Director
Regional Evaluation Office 033 -22437219 09432642428
PEO, Planning Commission, Government of India, | 033 -22483611 (Fax)
o 8, Esplanade (East), 2nd Floor, Front Block, Sh. A.K. Roy, RO
Kolkotta-700069 (West Bengal)
e-mail: reo-wb@nic.in




List of PEO Field Units (Project Evaluation Office)

As on 06-09-2012

SI. Name & Address Telephone Numbers
No. Office Residence
Senior Research Officer, 079 -7491213
Project Evaluation Office, e-mail :
PEO, Planning Commission, Government of India, peo-ahmd-guj@nic.in
® | Vrundavan Complex, 1%t Floor, Opp. Chinmoy Tower,
Subhash Chowk, Gurukul Road, Memnagar, Shri Rajeev Srivastava, E.I
Ahmedabad-380052 09409295498
Research Officer
Project Evaluation Office, 080 -25537230
PEO, Planning Commission, Government of India,
® | Floor, B-Wing, Kendriya Sadan, GPO Complex, 17t e-mail: peobng@kar.nic.in
Main, II Block, Koramangala,
Bangalore-560 034. Mr. Suresh Kumar, EO
Senior Research Officer
Project Evaluation Office, 0755 -2574568
PEO, Planning Commission, Government of India,
© R.No0.311 & 313, Nirman Sadan, e-mail :peobho-mp@nic.in
CGO, Complex, Area Hills, (back side of Govt.Press)
Bhopal-462011 (Madhya Pradesh)
Economic Officer 09437864746
Project Evaluation Office, 0674-2560676
PEO, Planning Commission, Government of India, e-mail : peobbs@ori.nic.in
@ | C-4/4, Prakruti Bhavan, (4th Floor), mailto:peobbs@ori.nic.in
Nilakantha Nagar Apartment, Nayapalli, Shri Nayak, LDC
Bhubeneswar-751012 (Orissa) 09692784294
Economic Officer 0361 -2526051
Project Evaluation Office,
PEO, Planning Commission, Government of India, e:peoguw@assam.nic.in
6 House of Smt. Labanaya Tam , Pub Sarania Road,
2nd Bye Lane (west), (Chandmari Colony)
Guwahati - 781003 (Assam).
Sr. Research Officer 0612 -2540656
Project Evaluation Office, e-mail: peopat@bih.nic.in | 094671004200
® | PEO, Planning Commission, Government of India, mailto:peopat@bih.nic.in
House No.120 E, Shri Krishnapuri,
Patna - 800 001 (Bihar).
Economic Investigator
Project Evaluation Office, 0177 -2657334
@ | PEO, Planning Commission, Government of India,
Himadri 34 Floor Himlok Parisar, Betslays Longwood, e-mail :peosml-hp@nic.in
Shimla - 171001 (Himachal Pradesh).
Sr. Research Officer, 0471 -2471178
Project Evaluation Office, 0471 -2465931(Fax)
o PEO, Planning Commission, Government of India, e-mail:
Thundathil House, peotvm@kerala.nic.in
Kaithamukku, Pettah P.O,
Thiruvananthapuram-695024 (Kerala)
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Annexure-II1

Procedures for empanelment of research institutes for undertaking
PEO Evaluation studies on outsourcing basis

The following procedures are adopted by PEO to empanel the research institutes:

1. PEO Hgrs. invites applications/ profiles of reputed research institutes of the
country for preparation of the list of institutes for conducting evaluation
studies from time to time on outsourcing basis.

2)  These application/profiles are invited through the subject matter division of
Planning Commission, PEO field units (REOs & PEOs), Implementing
Ministries of Govt. of India and the executive agencies (State Governments).

3) The applications /profiles contains the following besides others criteria as
provided by Programme Evaluation Organisation.
a) Name & address, Regd. No. with date of the institutes.

b) Whether Government or semi Government, or, private (registered
C) Faculty Members and their qualifications (including the team leader).
d) Experience in conducting all India evaluation studies (Name of the

studies and sampling frame for each study to be submitted separately.
e) Turn over of the institute for the last 3 year (audited by the registered
chattered account).

4)  The applications are shortlisted according to the prescribed criteria.

5) The list of agencies are their finalized by PEO and Dy. Chairman, Planning
Commission as the head of DEAC given the final approval.
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Annexure-IV

Composition of Consultancy Evaluation cum Monitoring Committee

monitor & provide necessary guidance. The CEMC comprises of the following;:

(CEMCO):

PEO constitutes CEMC separately for each evaluation study in order to

i) | The concerned Member of Planning Chairman
Commission/ Domain expert nominated by the
Member/ as suggested by Adviser (PEO)
ii) | Sr. Adviser/ Adviser, Subject Division (PC) Member
iii) | Sr. Adviser/Adviser/ Joint Secretary/Director Member
of concerned implementing Ministry
iv) | Domain experts of reputed research institutes Member
v) | Director, Finance/ representative of IFD cell Member
(PO)
vi) | Project Director, PEO (PC) Member convener

Note : Others members may be co-opted by the chairperson, if required.

TOR - Terms of reference is subject to modification as deemed necessary for a

particular study.
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Annexure-V

MANUAL OF POLICIES AND PROCEDURE OF EMPLOYMENT OF
CONSULTANTS

Chapter - I
1.1 Purpose

1.1.1 The purpose of these Guidelines is to define the Government of India’s broad
policies and procedures for selection, contracting and monitoring of consultants and
other professional services providers financed from Govt. of India’s resources.
Projects funded partially or in whole by loan/grant from International organizations like
International Bank for Reconstruction and Development (IBRD), International Development
Association (IDA) or grant from the Bank or trust funds would normally be governed by
quidelines agreed to in the respective loan/credit agreement with them.

1.1.2 For the purpose of these Guidelines, the term consultant(s) includes a wide
variety of private and public entities, including consulting firms, engineering firms,
construction management firms, management firms, procurement agents, inspection
agents, auditors, investment and merchant bankers, universities, research
institutions, government agencies, non governmental organizations (NGOs) and
individuals/experts. These organizations as consultants could be used for help in a
wide range of activities - such as policy advice; institutional reforms; management;
engineering services; construction supervision/project management; feasibility
studies, financial services; privatization studies and procedures, procurement
services; social and environmental studies; and identification and preparation of
projects, development of Computer hardware/software services etc. to complement
the capabilities of the Government Ministry/department or other Government
authorities( referred as “employer” hereafter).

1.2 When and how to engage Consultant

1.2.1 The specific purpose and the specific rules and procedures to be followed for
employing Consultants depend on the circumstances of the particular case.
However, following main considerations would guide the need and the selection
process:-

a)  Absence of required expertise in-house;

b)  The need for high quality services;

c)  The need for economy and efficiency;

The need to have qualified Consultants for providing the specific
services;

()  The importance of transparency in the selection process;

~ A~~~
(oW
~
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() The identification of scope of work and the time frame for which
services are to be availed of.

1.2.2 Engagement of Consultants / professional service providers in any office of the
Government of India will follow the guidelines for administrative and financial
sanctions as laid down by the Government of India from time to time.

1.2.3 Engagement of Officials of Government of India or Retired Officers either in
their individual capacity or as a part of a Consultant’s team will be made keeping in
view the guidelines of the Government of India (Department of Personnel &
Training) issued from time to time on this subject.

1.3 Applicability of Guidelines

1.3.1 These guidelines are applicable for selection of consultants by any Ministry/
department/ organization of Government of India where the costs of the
Project/ Assignment are funded by the Government of India.

1.3.2 The consulting services to which these Guidelines apply are of an intellectual
and advisory nature. These Guidelines do not apply to other types of services in
which the physical aspects of the activity predominate (for example, construction of
works, manufacture of goods, operation and maintenance of facilities or plant).

1.4 Consortium of Consultants

Consultants may associate with each other to form a consortium to complement their
respective areas of expertise, or for other reasons. Such an association may be for the
long term (independent of any particular assignment) or for a specific assignment.
The consortium may take the form of a joint venture or of a sub consultancy. In case
of a joint venture, all members of the joint venture shall sign the contract and shall be
jointly and severally liable for the entire assignment. Even after the short list is
finalized, and Request for Proposals (RFPs) are issued, any association in the form of
joint venture or sub consultancy among short-listed firms shall be permissible.
Under such circumstance, one of the shortlisted consultants must become the lead
member of the consortium and the Employer shall only deal with the lead member
for all the purposes.

1.5 Selection of Consultants

1.5.1 For selection of the consultants, normally, the employer shall adopt two stage
procedure in terms of Rules 168 to 175 of General Financial Rules, 2005. In the first
stage, the employer shall identify the likely sources on the basis of formal or
informal enquiries and by inviting Expression of Interest (EOI) through
advertisement as per Rule 168 of GFRs. On the basis of responses received,
Consultants meeting the requirement will be short listed for further consideration. In
the second stage, the short-listed consultant will be invited to submit (Request for
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Proposals or RFP) their Technical and Financial Proposals. The consultant shall be
selected based on evaluation of their Technical and Financial bids, the details of
which are provided in Chapter III.

1.5.2 The selection of consultant shall follow any of the following methods; as
considered appropriate:

1. Quality and Cost Based Selection (QCBS): Under normal circumstances, this
method of evaluation shall be used.

2. Combined Quality Cum Cost Based System (CQCCBS): This method of selection
shall be used for highly technical projects where weightage needs to be given to
higher technical standards, while finalizing the prices, as per para 3.12 below.

3. Quality Based Selection (QBS): This method of selection may be used under the
following circumstances:

(i) the outcome of the assignment will have high impact and hence it is essential to
engage most qualified consultant. Examples are national policy formulation;
capacity building program etc.

(ii) the assignment is very complex or highly specialized where it is difficult to
define scope of work with accuracy. Examples are country specific study; reforms
related studies, high precision scientific work etc.

4. Cost Based Selection (CBS): This method of selection may be used for the
assignments of following nature: (i) assighment where any experienced consultant
can deliver the services without requirement of specific expertise.

Examples are traffic surveys, market surveys etc. and (ii) cost of which shall not
exceed Rs. Ten lakh.

153 Selection by direct negotiations: The  selection by  direct
negotiations/nomination is permissible in terms of Rule 176 of General Financial
Rules, 2005 under exceptional circumstance such as (a) for tasks that represent a
natural continuation of previous work carried out by the firm, (b) in case of
emergency situation, situation arising after natural disasters, situations where timely
completion of the assignment is of utmost importance, (c) situations where the
execution of assignment may involve use of proprietary techniques or only one
consultant has requisite expertise. Such selection may normally be restricted to a
financial ceiling of Rs. Ten lakh.

1.6 Consultancy Evaluation Committee (CEC)

For all cases having financial implications of more than Rs. Ten lakh, a CEC
comprising of at least three members at appropriate level including Financial
Adviser or his representative and also a representative of the user shall be
constituted by the employer in order to carry out the consultant selection procedure.
The CEC shall be responsible for all aspects and stages of the consultant selection i.e.
issuance of EOI, evaluation of EOI, short-listing of consultants, deciding Terms of
Reference, issuance of RFP, evaluation of technical and financial proposals,

15



negotiations and final selection of the consultant. Even in case of selection of
consultant by direct negotiations having financial implication of more than Rs. 10
lakh, the CEC shall negotiate with the consultant on technical and financial aspects.
[Note: Separate committees may be constituted for separate assignments.]

1.7 Consultancy Monitoring Committee (CMC)

1.7.1 The employer shall constitute a CMC comprising at least three members at
appropriate level, including user’s representative, after the selection procedure is
over for monitoring the progress of the assignment. If considered appropriate, the
employer may select all or any of the members of CEC as members of CMC. The
CMC shall be responsible to monitor the progress of the assignment, to oversee that
the assignment is carried out as per agreed TOR and contractual conditions, to assess
the quality of the deliverables, to accept / reject any part of assignment, to levy
appropriate liquidated damages or penalty if the assignment is not carried out as per
the contract and if the quality of services is found inferior and for any such
deficiency related to the completion of the assignment.

1.7.2 For the assignments which are very complex and/or are of highly technical
nature, the employer may decide to appoint another qualified consultant to assist the
CMC in carrying out its functions. However, the cost of such additional consultant
shall not exceed five per cent [5 %] of the total cost of the assignment monitored.

1.7.3 The employer may also include in CMC individual experts from Government/
private sector / educational / research institute or individual consultants. Cost of
such members, if any, shall be borne by the employer.

1.8 Forms of Contracts

1.8.1 Various forms of the contracts may be entered into by the Employer with the
consultant depending upon the nature of the assignment. Following are various
forms of contracts:

(i) Lump sum contract;

(i)  Time based contracts;

(iii)  Success fee based contract;
(iv)  Percentage contract;

(v)  Indefinite delivery contract.

1.8.2 The lump sum contract is the preferred form of contract and under normal

circumstances, the employer shall use this form of contract. The other forms of
contract shall only be used under special circumstances, as specified in Chapter V.
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Chapter-1I

Expression of Interest

21 Invitation of Expression of Interest

For all consultancy contracts exceeding estimated cost of Rs. 50 lakh except in cases
of nomination or where direct negotiation is carried out, an advertisement called
“invitation for Expression of Interest” (EOI) shall be released in at least one National
Newspaper and the Ministry’s website for preparing the short list. Attention of
known reputed consultants may also be separately drawn wherever possible.
Advertisement in newspapers may be brief and shall give reference to departmental
website. The advertisement must include, among other things, the last date of
submission of EOI, how to get copy of EOI document, contact information of the
employer with name of contact person etc.

2.2 EOI Document

2.2.1 The Employer shall prepare an EOI document. The EOI document shall contain

following information:

(i) Invitation to EOI: It shall include a copy of the advertisement whereby
consultants are invited to submit their EOL.

(ii)  Brief about objectives and scope of work: This may include brief description
about objective of carrying out the assignment, broad scope of work and
expected deliverables of the assignment. This may also include the place of
execution of the assignment.

(iii) Instructions to the Consultants: It may include instructions regarding nature
of job; submission requirement; requirement of bid processing fees; if any; last
date of submission; place of submission; and any related instruction;

(iv)  Pre-qualification Criteria; this may clearly lay down the prequalification
criteria which shall be applied by the employer for short listing the
consultants.

(vi)  Formats for submission. This section shall specify the format in which the
consultants are expected to submit their EOL

2.2.2 The employer shall make available the copies of the EOI document to the
interested consultants in hard copies as well as on its web site.

2.3 Short List of Consultants
2.3.1 The Employer shall evaluate the consultants for short listing, inter-alia, based

on their past experience of handing similar types of projects, strength of their man
power and financial strength of the firm.
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2.3.2 The employer may assign scores to the response of each consultant based on
weightages assigned to each of the criteria in EOIL Normally, the following
weightages may be used for such evaluation:

Srl. No. | Criteria Weightage
1 Past Experience of the firm 60%

® Number of Years experience 20%

= Past Experience of studies of similar nature 50%

® Past Experience in carrying out studies in | 709
related sectors. 10%
® Studies carried out in India

2 Experience of Key Personnel 25%
. Qualifications 30%

= Relevant Experience 70%

3 Financial Strength of the Consultant 15%
® Turnover figure for last three years 50%

= Net Profit Figure for last three years 50%

2.3.3 The Employer shall short list all the consultants who secure the minimum
required marks [normally 50%]. The minimum qualifying requirement shall be
specified in the EOI document.

2.3.4 Alternatively, the employer may specify in the EOI document minimum
qualifying requirement for each of the criteria i.e. minimum years of experience,
minimum number of assignments executed, minimum turnover etc. Under such
circumstances, the employer shall apply pass-fail test and short list all the
consultants who meet the minimum requirement as specified.

2.3.5 The short lists shall normally comprise at least three firms.

2.3.6 The short list may comprise only national consultants (firms registered or
incorporated in the country), if the EOI document specifically states so.

2.4 Cost Based Selection

2.4.1 For small assignments, where the employer decides to select the consultant
based on CBS method, the consultant shall be selected following single stage bidding
procedure. Under single stage bidding procedure, the employer shall invite financial
proposals along with the EOI in two separate envelopes.

2.4.2 The financial proposals of all the consultants who have been short listed, as per
clause 2.3 above, shall be opened in the presence of the short listed consultants who
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choose to remain present. The consultant, who has submitted the lowest financial
bid, shall be selected as the L1 and shall be called for further negotiations.
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Chapter -II1

Selection of Consultants

3.1  Once the short listing of consultants is completed, the employer shall start
the process of final selection of the consultant.

The selection process generally includes the following steps:
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preparation of Terms of Reference (TOR);

preparation of cost estimate and the budget;

preparation and issuance of the Request for Proposals (RFP);
pre-bid meeting;

receipt of proposals;

evaluation of technical proposals: consideration of quality;
public opening of financial proposals;

evaluation of financial proposal;

selection of the winning proposal;

negotiations with the selected consultant, if required
award of the contract to the selected firm.

3.2 Terms of reference

The Employer shall be responsible for preparing the TOR for the assignment. TOR
shall be prepared by those who have sufficient knowledge and experience in the area
of the assignment. If the required experience is not available in-house, the task of
preparation of the TOR can also be assigned to experienced consultants.

The TOR shall include:

i)

ii)
iif)
iv)
v)
vi)

vi)

viii)

Purpose/ objective of the assignment;

Detailed scope of work;

Expected input of key professionals (number of experts, kind of
expertise required);

Proposed schedule for completing the assignment;
Reports/deliverables required from the consultant.

Background material, records of previous surveys etc. available and to
be provided to the consultant

Facilities such as local conveyance, office space, secretarial assistance
etc., which can be provided to the consultant

Procedure for review of the work of consultant after award of contract
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The scope of the services described in the TOR shall be compatible with the available
budget. TOR shall define clearly the objectives, goals, and scope of the assignment
and provide background information (including a list of existing relevant studies
and basic data) to facilitate the consultants” preparation of their proposals. If transfer
of knowledge or training is also an objective, it should be specifically outlined along
with details of number of staff to be trained, and so forth, to enable consultants to
estimate the required resources. TOR shall list the services and surveys necessary to
carry out the assignment and the expected outputs (for example, reports, data, maps,
surveys). However, TOR should not be too detailed and inflexible, so that competing
consultants may propose their own methodology and staffing. Firms shall be
encouraged to comment on the TOR in their proposals. The employer’s and
consultants’ respective responsibilities should be clearly defined in the TOR.

3.3  Cost Estimate (Budget)

Preparation of a well-thought-through cost estimate is essential if realistic budgetary
resources are to be earmarked. The cost estimate shall be based on the employer’s
assessment of the resources needed to carry out the assignment: staff time, logistical
support, and physical inputs (for example, vehicles, laboratory equipment). Costs
shall be divided into two broad categories: (a) fee or remuneration (according to the
type of contract used) and (b) reimbursable, and further divided into foreign (if
applicable) and local currency payments. The cost of staff time shall be estimated on
a realistic basis for the personnel, as applicable, by ascertaining the prevalent market
conditions and consulting other organizations engaged in similar activities.

34  Preparation and Issuance of the Request for Proposals (RFP)

3.4.1 Request For Proposal (RFP) is the bidding document in which the technical
and financial proposals from the consultants are obtained. It contains the following;:

(i) A letter of invitation (LOI)

(i)  Instructions to consultants (ITC)

(iii) Terms of Reference (TOR)

(iv)  List of key positions / professionals required for the assignment

(v)  Requirement of qualification and experience of the firm and of the key
professional staff

vi)  Criteria of bid evaluation and selection procedure

vii) Standard formats for technical proposal

viii) Standard formats for financial proposal

ix)  Proposed form of contract

The employer shall use the applicable standard RFP with minimal changes as
necessary to address project-specific issues. The employer may use an electronic
system to distribute the RFP. If the RFP is distributed electronically, the electronic
system shall be secured to avoid modifications to the RFP and shall not restrict the
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access of short listed consultants to the RFP. The RFP will be sent only to the short
listed consultants.

3.4.2 Letter of Invitation (LOI)

The LOI shall state the intention of the employer to enter into a contract for the
provision of consulting services, the details of the employer and the date, time, and
address for submission of proposals.

3.4.3 Instructions to Consultants (ITC)

3.4.3.1 The ITC shall consist of two parts, (1) Standard information, and (2)
Assignment specific information. The assignment specific information is added
through “data sheet”. The ITC, therefore, contains all necessary information that
would help the consultants prepare responsive proposals, and shall bring as much
transparency as possible to the selection procedure by providing information on the
evaluation process and by indicating the evaluation criteria and factors and their
respective weights and the minimum passing quality score. The standard
information include clauses relating to the procedure of bid submission, the
procedure relating to pre-bid meeting, procedure for seeking clarifications etc. The
assignment / job specific information will be prepared separately and it will include
the date and time of bid submission, contact address, the qualification criteria, the
method of selection, the evaluation process, the factors of evaluation and their
respective weights etc.

3.4.3.2 The ITC shall not indicate the budget (since cost is a selection criterion), but
shall indicate the expected input of key professionals (staff time). Consultants,
however, shall be free to prepare their own estimates of staff time necessary to carry
out the assignment. The ITC shall specify the proposal validity period (normally 90-
120 days).

3.4.4 Standard formats for technical and financial proposals
3.4.4.1 The standard formats for technical proposal include:

(i) Format for Letter of Proposal submission

(i) Format for Consultant’s organization and experience
(iii) Format for Comments and suggestions on TOR

(iv) Format for Approach and methodology
(v) Format for Team Composition
(
(
(
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vi) Format for Curriculum Vitae of key professionals

vii) Format for Staffing Schedule

viii) Format for Work Schedule

ix) Format for Comments /modifications suggested on draft contract.

x) Format for information regarding any conflicting activities and
declaration thereof.
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3.4.4.2 The standard formats for financial proposal include:

(i) A summary sheet of the cost estimate to be quoted by the consultant.
(i) Remuneration payable.

(iii) Reimbursables.

3.4.5 Proposed form of contract

3.451 The contract includes accepted TOR methodology, general and specific
conditions of contract, etc. wherever possible, the employer shall use the Standard
Form of Contract.

3.4.5.2 The general conditions of contract shall include all such conditions which are
common in nature and not project specific. Such conditions include clauses
pertaining to sub contracting, methods of payment, termination and extension of
contracts, arbitration, variation in quantities, indemnity and insurance, force
majeure, conflict of interest, compliance to local laws and taxes and duties etc.

3.4.5.3 The project specific conditions include clauses relating to the assignment in
hand. These clauses should be carefully developed to protect the interest of the
employer.

3.5 Pre-bid meeting

In all cases of large value or complex assignments, a pre-bid meeting may be
prescribed in the RFP. The date and time for such a meeting should normally be after
15 to 30 days of issue of RFP and should be specified in the RFP itself. During this
meeting, the scope of assignment, responsibilities of either parties or other details
should be clearly explained to the prospective bidders so that there is no ambiguity
later on at the time of submission of technical/financial bids. Where some significant
changes are made in the terms/scope of RFP as a result of pre bid meeting or
otherwise considered necessary by the employer, a formal Corrigendum to RFP may
be issued, to all short listed consultants. In such cases, it should be ensured that after
issue of Corrigendum, reasonable time (not less than 15 days) is available to the
bidders to prepare/submit their bid. If required, the time for preparation and
submission of bids may be extended, suitably.

3.6 Receipt of proposal

3.6.1 The employer should allow enough time to the short listed consultants to
prepare their proposals. The time allowed shall depend on the assignment, but
normally shall not be less than four weeks and more than three months. In cases,
where participation of international consultants is contemplated, a period of not
less than eight weeks should normally be allowed. If necessary, the Government
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Ministry /Department shall extend the deadline for submission of proposals. The
technical and financial proposals shall be submitted at the same time. To safeguard
the integrity of the process, the technical and financial proposals shall be submitted
in separate sealed envelopes. The technical bids will be opened immediately after
closing of receipt of technical bids by the Consultancy Evaluation Committee (CEC).
The financial proposals shall remain sealed and shall be opened publicly only of
those firms who have qualified technically. Any proposal received after the closing
time for submission of proposals shall be returned unopened.

3.6.2 Government Ministry/Departments may use electronic systems permitting
consultants to submit proposals by electronic means, provided the
Ministry /Department is satisfied with the adequacy of the system, including, inter
alia, that the system is secure, maintains the confidentiality and authenticity of the
proposals submitted, uses an electronic signature system or equivalent to keep
consultants bound to their proposals and only allows proposals to be opened with
due simultaneous electronic authorization of the consultant and the Government
Ministry/ Department.

3.6.3 Late Bids: Late bids that is bids received after the specified date and time of
receipt shall not be considered and shall be returned unopened.

3.7  Evaluation of Proposals: Consideration of responsiveness

The evaluation of the proposals shall be carried out in two stages: At the first stage
evaluation of technical proposals is taken up. Proposals without earnest money (bid
security), bid processing fees, if specified, unsigned and incomplete ( i.e. when the
required bid formats have not been submitted), not responding to the TOR fully and
properly and those with lesser validity than that prescribed in the RFP will be
summarily rejected as being non-responsive, before taking up the appraisal of the
technical proposal for evaluation of quality. Evaluators of technical proposals shall
not have access to the financial proposals until the technical evaluation is concluded.
The envelope containing the financial proposal is not opened till the technical
evaluation is complete. The financial proposal of only such bidders will be opened
which obtain minimum qualifying marks / standards prescribed for the technical
proposal. The evaluation shall be carried out in full conformity with the provisions
of the RFP.

3.8  Evaluation of the Quality

3.8.1 The Employer shall evaluate each technical proposal (using the evaluation
committee, CEC), taking into account criteria as prescribed in the RFP: (a) the
consultant’s relevant experience for the assignment, (b) the quality of the
methodology proposed, (c) the qualifications of the key staff proposed and (d)
capability for transfer of knowledge. Each of the responsive technical proposal will
be evaluated for the criteria prescribed in the RFP by awarding marks so as to make
total maximum technical score as 100. The criteria and weightage to each criteria or
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sub-criteria would depend on the requirements of each case and may be fixed
objectively. A model scheme of maximum marks is, however, proposed as under:

Details Max. Marks

1. Experience of the firm 20

2. Methodology, work plan and understanding of TOR 25

3. Suitability of the Key personnel for the assignment 45

4. Capability for Transfer of knowledge/training* 10
TOTAL 100

* If this criteria is not required, the marks can be adjusted against some other criteria.

The weight given to the firm’s experience can be relatively modest,since this
criterion has already been taken into account when shortlisting the consultant. More
weight shall be given to the methodology in the case of more complex assignments
(for example, multidisciplinary feasibility or management studies).

Alternatively a simplified procedure for evaluation of quality can be followed which
has been described in para 3.9 below.

3.8.2 For evaluation of the technical bids with the simplified and detailed methods of
evaluation, suggested formats have been given at Appendix I & II respectively of
this manual. They can be referred to for guidance. Suitable modifications can be
made based on the requirements of the evaluation criteria.

3.8.3 The CEC shall normally divide the above criteria mentioned in para 3.8.1 into
sub criteria. For example, sub criteria under methodology, work plan and
understanding of TOR can be divided into (i) understanding of TOR, (ii)
acceptability and detailing of methodology and work plan (iii) innovation, if it is
important. However, the number of sub criteria should be kept to the minimum that
is considered essential. The sub criteria for suitability of the key professionals for the
assignment can also be divided into: (i) Educational qualifications (20% weight), (ii)
professional experience in the required area of assignment (80% weight).

3.8.4 Evaluation of only the key personnel is recommended. Since key personnel
ultimately determine the quality of performance, more weight shall be assigned to
this criterion if the proposed assignment is complex. The CEC shall review the
qualifications and experience of proposed key personnel in their curricula vitae,
which must be accurate, complete, and signed by an authorized official of the
consultant and the individual proposed. When the assignment depends critically on
the performance of key staff, such as a Project Manager in a large team of specified
individuals, it may be desirable to conduct interviews.

3.8.5 At the end of the technical evaluation process, the CEC shall prepare a technical

evaluation report of the “quality” of the proposals and take competent authority’s
approval. The report shall substantiate the results of the evaluation and describe the

25



relative strengths and weaknesses of the proposals. All records relating to the
evaluation, such as individual mark sheets, shall be retained until completion of the
project and its audit.

3.8.6 Minimum qualifying marks or relative qualifying method for quality of the
technical proposal will be prescribed and indicated in the RFP. The consultants who
are qualifying as per the technical evaluation criteria will only be considered as
eligible for the consultancy assignment.

3.9 Simplified procedure for evaluation of quality

Alternatively, the following simplified procedure for technical evaluation can also be
followed.

3.9.1 Purpose: Most of the Govt. departments need consultants who should only
fulfill a minimum qualifying standard. For such assignment a higher technical score
of 60% and above may not be necessary. Engagement of accountants, auditors,
consultant engineers etc. can be carried out by following this simplified procedure
for evaluation of technical quality.

3.9.2 Under this procedure minimum qualifying standards / criteria will be fixed for
each parameter. As mentioned earlier, the following parameters can be used:

() Minimum experience including number of assignments handled by the
firm similar to the area of assignment.

(i) Turn over and other financial parameters of the firm, if required.

(iii) Minimum educational qualifications of each of the key professionals.

(iv)  Minimum requirement of experience of the key professionals in an area
similar to the proposed assignment.

3.93 All the firms which meet the minimum qualifying standards /criteria so
prescribed will stand technically qualified for consideration of their financial bids.
No ranking of firms among the qualifying firms will be required.

3.10 Evaluation of Cost

3.10.1 After evaluation of quality has been completed, the employer shall notify
those consultants whose proposals did not meet the minimum qualifying standard
or were considered non-responsive to the RFP and/or TOR, indicating that their
financial proposals will be returned unopened after completing the selection process.
In case of QCBS, the employer shall simultaneously notify the consultants that have
successfully satisfied the qualifying standard or where marks have been awarded,
the minimum qualifying marks, and indicate the date and time set for opening the
financial proposals. In such a case, the opening date shall not be later than three
weeks after the notification date. The financial proposals shall be opened publicly in
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presence of the representatives of the technically qualified consultants who choose to
attend. The name of the consultant, the quality scores, and the proposed prices shall
be read aloud and recorded when the financial proposals are opened. The employer
shall prepare the minutes of the public opening.

3.10.2 The CEC will then examine if there are any arithmetical errors to be
corrected. For the purpose of comparing proposals, the costs shall be converted to
Indian Rupees as stated in the RFP. The CEC shall make this conversion by using the
selling exchange rates for those currencies as per exchange rate quoted by an official
source e.g. State Bank of India. The RFP shall specify the source of the exchange rate
to be used and the date of exchange rate to be taken for comparison of the costs. This
date shall be the date of opening of financial bids.

3.10.3 For the purpose of evaluation, the total cost shall include all taxes and duties
for which the employer makes payments to the consultant and other reimbursable
expenses, such as travel, translation, report printing, or secretarial expenses.

3.10.4 If there are conditions attached to any financial proposal, which shall have
bearing on the total costs as indicated in the proposal, the CEC shall reject any such
proposals as non-responsive financial proposal. However, if the CEC feels it
necessary to seek clarification on any financial proposals regarding taxes, duties or
any such matter, the CEC may do so by inviting responses in writing.

3.11 Selection of the winning consultant

Under the QCBS procedure as mentioned in paras 3.8 and 3.9, the financial
proposals will be ranked in terms of their total evaluated cost. The least cost
proposal will be ranked as L-1 and the next higher and so on will be ranked as L-2,
L-3 etc. The least cost proposal (L-1) will be considered for award of contract. The
CEC will put up a report on financial evaluation of the technically qualified
consultants to the competent finance authority along with the recommendation that
the least cost proposal (L-1) can be approved /invited for negotiation and for final
award of contract. Negotiations will be carried out as per the guidelines in para 3.13.

3.12 Cost Evaluation under Combined Quality Cum Cost Based System
(CQCCBS)

3.12.1 Under CQCCBS, the technical proposals will be allotted weightage of 70%
while the financial proposals will be allotted weightages of 30%.

3.12.2 Proposal with the lowest cost may be given a financial score of 100 and other
proposals given financial scores that are inversely proportional to their prices.

3.12.3 The total score, both technical and financial, shall be obtained by weighing

the quality and cost scores and adding them up. The proposed weightages for
quality and cost shall be specified in the RFP.
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3.12.4 Highest points basis: On the basis of the combined weighted score for
quality and cost, the consultant shall be ranked in terms of the total score obtained.
The proposal obtaining the highest total combined score in evaluation of quality and
cost will be ranked as H-1 followed by the proposals securing lesser marks as H-2,
H-3 etc. The proposal securing the highest combined marks and ranked H-1 will be
invited for negotiations, if required and shall be recommended for award of contract.
As an example, the following procedure can be followed. In a particular case of
selection of consultant, It was decided to have minimum qualifying marks for
technical qualifications as 75 and the weightage of the technical bids and financial
bids was kept as 70: 30. In response to the RFP, 3 proposals, A,B & C were received.
The technical evaluation committee awarded them 75, 80 and 90 marks
respectively. The minimum qualifying marks were 75. All the 3 proposals were,
therefore, found technically suitable and their financial proposals were opened after
notifying the date and time of bid opening to the successful participants. The price
evaluation committee examined the financial proposals and evaluated the quoted
prices as under:

Proposal Evaluated cost
A Rs.120.
B Rs.100.
C Rs.110.

Using the formula LEC / EC, where LEC stands for lowest evaluated cost and EC
stands for evaluated cost, the committee gave them the following points for financial
proposals:

A: 100 / 120 = 83 points
B: 100 / 100 = 100 points
C: 100 /110 = 91 points

In the combined evaluation, thereafter, the evaluation committee calculated the
combined technical and financial score as under:

Proposal A: 75x0.70 + 83x0.30 = 77.4 points.
Proposal B:  80x0.70 + 100x0.30 = 86 points
Proposal C: 90x0.70 + 91x0.30 = 90.3 points.

The three proposals in the combined technical and financial evaluation were ranked
as under:

Proposal A: 77.4 points : H3

Proposal B: 86 points : H2
Proposal C:  90.3 points : H1
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Proposal C at the evaluated cost of Rs.110 was, therefore, declared as winner and
recommended for negotiations/approval, to the competent authority.

3.12.5 Under QBS method, the consultant who has secured first rank in technical
evaluation shall be called for further negotiation after opening and evaluation of its
financial proposals.

3.12.6 The Name of the successful bidder along with details of cost etc. shall be
posted on the departmental website after the award to the successful bidder has
been made and communicated to him in writing.

3.13 Negotiations and Award of Contract

3.13.1 Negotiations are not an essential part of the selection process. In many cases,
however, it is felt necessary to conduct negotiations with the selected consultant.
Negotiations shall include discussions of the TOR, the methodology, staffing,
Government Ministry /Department’s inputs, and special conditions of the contract.
These discussions shall not substantially alter the original TOR or the terms of the
contract, lest the quality of the final product, its cost, and the relevance of the initial
evaluation be affected. The final TOR and the agreed methodology shall be
incorporated in “Description of Services,” which shall form part of the contract.

3.13.2 Financial negotiations shall only be carried out if due to negotiations as
mentioned in para 3.13.1 above, there is any change in scope of work which has any
financial bearing on the final prices or of the costs/cost elements quoted are not
found to be reasonable. In such negotiations, the selected firm may also be asked to
justify and demonstrate that the prices proposed in the contract are not out of line
with the rates being charged by the consultant for other similar assignments.
However, in no case such financial negotiation should result into increase in the
financial cost as originally quoted by the consultant and on which basis the
consultant has been called for the negotiations.

3.13.3 If the negotiations with the selected consultant fail, the employer shall cancel
the bidding procedure and re-invite the bids.

3.14 Rejection of All Proposals, and re-invitation

The Government Ministry/Department will have the right to reject all proposals.
However, such rejections should be well considered and normally be in cases where
all the bids are either substantially in deviation to the TOR or considered
unreasonably high in cost and in latter case, the lowest qualified bidder during
negotiations fails to reduce the costs to a reasonable level. If it is decided to reinvite
the bids, the terms of reference should be critically reviewed/modified so as to
address the reasons of not getting any acceptable bid in the earlier Invitation for
Bids.
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3.15 Confidentiality

Information relating to evaluation of proposals and recommendations concerning
awards shall not be disclosed to the consultants who submitted the proposals or to
other persons not officially concerned with the process, until the award of contract is
notified to the successful firm.
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Chapter - IV

Other Methods of Selection
41  Selection through Direct Negotiations (Single Source Selection)

411 Selection of consultants through direct negotiations does not provide the
benefits of competition in regard to quality and cost, lacks transparency in selection,
and could encourage unacceptable practices. Therefore, single-source selection shall
be used only in exceptional cases.

41.2 This method of selection may be adopted only if it presents a clear advantage
over competition and under circumstances as mentioned in para 1.5.3.

413 When continuity for downstream work is essential, the initial RFP shall
outline this prospect, and, if practical, the factors used for the selection of the
consultant should take the likelihood of continuation into account. Continuity in the
technical approach, experience acquired, and continued professional liability of the
same consultant may make continuation with the initial consultant preferable to a
new competition subject to satisfactory performance in the initial assignment. For
such downstream assignments, the Ministry or Department shall ask the initially
selected consultant to prepare technical and financial proposals on the basis of TOR
furnished by the Ministry or Department, which shall then be negotiated.

414 If the initial assignment was not awarded on a competitive basis or was
awarded under tied financing or reserved procurement or if the downstream
assignment is substantially larger in value, a competitive process shall normally be
followed in which the consultant carrying out the initial work is not excluded from
consideration if it expresses interest.

41.5 For selecting a consultant under this method, the employer should prepare a
full justification and take the approval of the competent authority, which normally
should not be below the rank of a head of department.

41.6 While selecting the consultant under this method, the employer shall ensure
that the consultant has the requisite qualification and experience to undertake the
assignment. Normally the employer shall adopt the same short listing criteria as
applied to similar assignments while evaluating the EOI.

42  Selection of Service Providers: Government Ministries and Departments are
also often engaging various service providers such as, for upkeep and maintenance
of office (other than Civil & Electrical Works etc.), transport services etc. In such
cases, which are generally low value contracts, it may not be necessary to take
separate technical and financial proposals. In such case CBS method of selection can
be used, after stating the minimum qualifying criteria (such as past experiences etc.).
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4.3 Procurement Agents (PAs). When a Govt. department lacks the necessary
organization, resources or experience, it may be efficient and effective for it to
employ, as its agent, a firm that specializes in handling procurement. When PAs
provide only advisory services for procurement and do not act as “agents” and are
not paid a percentage fee at all, they shall be selected following the appropriate
procedures as for other consulting assignments, specified in these Guidelines.

4.4 Inspection Agents. Government Ministry / Departments may wish to employ
inspection agencies to inspect and certify goods prior to shipment or on arrival in the
Government Ministry / Department country. The inspection by such agencies
usually covers the quality and quantity of the goods concerned. Inspection
agencies may be selected using two bid system procedures and using a contract
format with payments based on a percentage of the value of goods inspected and
certified.

4.5 Financial Advisors. Investment and commercial banks, financial firms, and fund
managers hired by the Ministry or Department for the sale of assets, issuance of
financial instruments, and other corporate financial transactions, notably in the
context of privatization operations, shall be selected under two bid systems. The RFP
shall specify selection criteria relevant to the activity —for example, experience in
similar assignments or network of potential purchasers —and the cost of the services.
In addition to the conventional remuneration (called a “retainer fee”), the
compensation includes a “success fee”; this fee can be fixed, but is usually expressed
as a percentage of the value of the assets or other financial instruments to be sold.
The RFP shall indicate that the cost evaluation will take into account the success fee
in combination with the retainer fee. The financial scores shall be based on the
retainer fee and success fee as a percentage of a pre-disclosed notional value of the
assets. The RFP shall specify clearly how proposals will be presented and how they
will be compared.

4.6 Auditors. Auditors typically carry out auditing tasks under well defined TOR

and professional standards. They shall be selected according to two bid system, with
cost as a selection factor.
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Chapter - V
Types of Contracts

51  Lump Sum (Firm Fixed Price) Contract: Lump sum consultancy contracts are
used mainly for assignments in which the content and the duration of the services
and the required output of the consultants are clearly defined. They are widely used
for simple planning and feasibility studies, environmental studies, detailed design of
standard or common structures, preparation of data processing systems, and so
forth. Payments are linked to outputs (deliverables), such as reports, drawings, bills
of quantities, bidding documents, and software programs. While lump sum
consultancy contracts are easy to administer because payments are due on clearly
specified outputs, it is essential that the terms of payments for these consultancy
contracts are linked with the output and the time frame within which each of the
defined activities are to be completed. This type of contracts shall normally be used
by all Government Ministry / Departments for hiring services of the consultants
under this guideline.

5.2  Time-Based Contract : This type of contract is appropriate when it is difficult
to define the scope and the length of services, either because the services are related
to activities by others for which the completion period may vary, or because the
input of the consultants required to attain the objectives of the assignment is difficult
to assess. This type of contract is widely used for complex studies, supervision of
construction, advisory services, etc. Payments are based on agreed hourly, daily,
weekly, or monthly rates for staff (who are normally named in the contract) and on
reimbursable items using actual expenses and/or agreed unit prices. The rates for
staff include salary, social costs, overhead, fee (or profit), and, where appropriate,
special allowances. This type of contract shall include a maximum amount of total
payments to be made to the consultants. This ceiling amount should include a
contingency allowance for unforeseen work and duration, and provision for price
adjustments, where appropriate. Time-based contracts need to be closely monitored
and administered by the Ministry or Department to ensure that the assignment is
progressing satisfactorily and that payments claimed by the consultants are
appropriate.

5.3  Retainer and/or Contingency (Success) Fee Contract. Retainer and
contingency fee contracts are widely used when consultants (banks or financial
firms) are preparing companies for sales or mergers of firms, notably in privatization
operations. The remuneration of the consultant includes a retainer and a success fee,
the latter being normally expressed as a percentage of the sale price of the assets.

5.4 Percentage Contract. These contracts are commonly used for architectural
services. They may be also used for procurement and inspection agents. Percentage
contracts directly relate the fees paid to the consultant to the estimated or actual
project construction cost, or the cost of the goods procured or inspected. The
selection is made based on two stage bidding. The final selection is made among the
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technically qualified consultants who has quoted the lowest percentage while the
notional value of assets is fixed. It should be borne in mind that in the case of
architectural or engineering services, percentage contracts implicitly lack incentive
or economic design and are hence discouraged. Therefore, the use of such a contract
for architectural services is recommended only if it is based on a fixed target cost and
covers precisely defined services.

55 Indefinite Delivery Contract (Price Agreement). These contracts are used
when Ministry or Department need to have “on call” specialized services to provide
advice on a particular activity, the extent and timing of which cannot be defined in
advance. These are commonly used to retain “advisers” for implementation of
complex projects (for example, dam panel), expert adjudicators for dispute
resolution panels, institutional reforms, procurement advice, technical
troubleshooting, and so forth, normally for a period of a year or more. The
Government Ministry /Department and the firm agree on the unit rates to be paid
for the experts, and payments are made on the basis of the time actually used. The
consultant shall be selected based on the unit rate quoted by them for providing the
services.



Chapter -VI

Important Provisions in RFP / Contract

6.1. Currency. Under normal circumstances, all the contracts should be based on
Indian Rupees only. However, for exceptional case, contracts in foreign currency
may be permitted with prior approval of competent authority. RFPs shall clearly
state that firms may express the price for their services, in the currency specified in
RFP. If RFP allows proposals in any other currency, the date and the exchange date
for converting all the bid prices to Indian Rupees shall be indicated in RFP.

6.2 Payment Provisions. Payment provisions, including amounts to be paid,
schedule of payments, and payment procedures, shall be agreed upon during
negotiations vis-a-vis RFP and also indicated in the draft contract. Payments may be
made at regular intervals (as under time-based contracts) or for agreed outputs (as
under lump sum contracts). Payments for advances if any should normally be
backed by Bank Guarantee. The limit for advance payment will be as prescribed by
GFR. Normally, it should not exceed 10% of the cost of the contract. Any advance
payment should be backed by a bank guarantee.

6.3 Bid Securities and bid processing fees. The consultants submitting the
proposals shall provide bid security along with their proposal. The amount, form
and mode of submission of bid security and the method of refund of the bid security
shall be specified in the RFP document. The employer may also charge an
appropriate bid processing fees, which is not refundable. However, for smaller
assignment, the employer may waive the requirement of bid security.

6.4  Conflict of Interest. The consultant shall not receive any remuneration in
connection with the assignment except as provided in the contract. The consultant
and its affiliates shall not engage in consulting activities that conflict with the interest
of the client under the contract and shall be excluded from downstream supply of
goods or construction of works or purchase of any asset or provision of any other
service related to the assignment other than a continuation of the “Services” under
the ongoing contract. It should be the requirement of the consultancy contract that
the consultants should provide professional, objective and impartial advice and at all
times hold the client’s interests paramount, without any consideration for future
work, and that in providing advice they avoid conflicts with other assignments and
their own corporate interests. Consultants shall not be hired for any assignment that
would be in conflict with their prior or current obligations to other clients, or that
may place them in a position of being unable to carry out the assignment in the best
interest of the Employer. Without limitation on the generality of the foregoing,
consultants shall not be hired, under the circumstances set forth below:

a) Conflict between consulting activities and procurement of goods, works or
services: A firm that has been engaged to provide goods, works, or services for a
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project, and each 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
each of its affiliates, shall be disqualified from subsequently providing goods, works
or services for such preparation or implementation.

b) Conflict among consulting assignments: Neither consultants (including their
personnel and sub-consultants) nor any of their affiliates shall be hired for any
assignment that, by its nature, may be in conflict with another assignment of the
consultants. As an example, consultants hired to prepare engineering design for an
infrastructure project shall not be engaged to prepare an independent environmental
assessment for the same project, and consultants assisting a client in the privatization
on public assets shall neither purchase nor advise purchasers of, such assets.
Similarly, Consultants hired to prepare Terms of Reference (TOR) for an assignment
shall not be hired for the assignment in question.

c) Relationship with Government Ministry/ Department’s staff: Consultants
(including their personnel and sub-consultants) that have a business or family
relationship with such member(s) of the Ministry or Department's staff or with the
staff of the project implementing agency, who are directly or indirectly involved in
any part of ; (i) the preparation of the TOR of the contract, (ii) the selection process
for such contract, or (iii) supervision of such contract; may not be awarded a contract
unless it is established to the complete satisfaction of the employing authority, for
the reason to be recorded in writing, that such relationship would not affect the
aspects of fairness and transparency in the selection process and monitoring of
consultant’s work.

6.5 Unfair Competitive Advantage

Fairness and transparency in the selection process require that consultants or their
affiliates competing for a specific assignment do not derive a competitive advantage
from having provided consulting services related to the assignment in question. To
that end, the request for proposals and all information would be made available to
all short listed consultants together.

6.6  Professional Liability. The consultant is expected to carry out its assignment
with due diligence and in accordance with prevailing standards of the profession. As
the consultant’s liability to the employer will be governed by the applicable law, the
contract need not deal with this matter unless the parties wish to limit this liability. If
they do so, they should ensure that (a) there must be no such limitation in case of the
consultant’s gross negligence or wilful misconduct; (b) the consultant’s liability to
the employer may in no case be limited to less than the total payments expected to
be made under the consultant’s contract, or the proceeds the consultant is entitled to
receive under its insurance, whichever is higher; and (c) any such limitation may
deal only with the consultant’s liability toward the employer and not with the
consultant’s liability toward third parties.
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6.7 Staff Substitution. During an assignment, if substitution is necessary (for
example, because of ill health or because a staff member proves to be unsuitable, or
the member is no longer working with the consultant), the consultant shall propose
other staff of at least the same level of qualifications for approval by the Employer.
The contract must specifically make provision for terms and conditions under which
the staff can be replaced, about the remuneration to be paid etc.

6.8 Applicable Law and Settlement of Disputes. The contract shall include
provisions dealing with the applicable law, which should be the law applicable in
India and the forum for the settlement of disputes.

6.9  Training or Transfer of Knowledge

If the assignment includes an important component of training or transfer of
knowledge to Government/Project staff, the Terms of Reference (TOR) shall indicate
the objectives, nature, scope, and goals of the training program, including details on
trainers and trainees, skills to be transferred, time frame, and monitoring and
evaluation arrangements. The cost for the training program shall be included in the
consultant’s contract and in the budget for the assignment.

6.10 Standards of ethics Government Ministry/Department as well as consultants
should observe the highest standard of ethics during the selection and execution of
such contracts.

(@) In pursuance of the above objective, this policy defines, the terms
set forth below as follows:

“corrupt practice” means the offering, giving, receiving, or soliciting of
any thing of value to influence the action of a public official in the
selection process or in contract execution; and

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

“Collusive practice” means a scheme or arrangement between two or
more consultants, with or without the knowledge of the employer,
designed to establish prices at artificial noncompetitive levels.

“Coercive practice’ 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.

(b) It is further provided that:-
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(i) Employer will reject a proposal for award if it determines that the
consultant recommended for award has engaged in corrupt or
fraudulent activities in competing for the contract in question;

(i) The Government will declare a consultant ineligible, either
indefinitely or for a stated period of time, to be awarded a
Government contract if it at any time determines that the
consultant has engaged in corrupt or fraudulent practices in
competing for, or in executing, a contract; and

The employer has the right to require that, in contracts, a provision be
included requiring consultants to permit the employer to inspect their
accounts and records relating to the performance of the contract and to have
them audited by auditors appointed by the employer.

6.11 Monitoring of the Contract: The Ministry/Department awarding the
consultancy contract should be involved throughout in monitoring the progress of
the assignment. Suitable provision for this should be made in the contracts which
should also take care of the need to terminate /penalize the contractor or to suspend
payments till satisfactory progress has not been achieved. As mentioned in para 1.7,
CMC shall be formed by the employer to monitor the progress.
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Chapter - VII

Selection of Individual Consultants

7.1. Individual consultants are normally employed on assignments for which (a)
teams of personnel is not required, (b) no additional outside professional support is
required, and (c) the experience and qualifications of the individual are the
paramount requirement.

7.2. Selection of Individual consultants shall be carried out by advertising the
requirement in at least one national newspaper of repute. Selection shall be based on
their qualifications for the assignment. They shall be selected through comparison of
qualifications of at least three candidates among those who have expressed interest
in the assignment or have been approached directly by the Employer. Individuals
employed by Employer shall meet all relevant qualifications and shall be fully
capable of carrying out the assignment. Capability is judged on the basis of academic
background, experience, and, as appropriate, knowledge of the local conditions,
such as local language, culture, administrative system, and government
organization.

7.3. Selection will be carried out by the CEC as mentioned in para 1.6 which will
award marks for the educational qualifications and experience and select the most
suitable candidate for the assignment. The CEC may also interview the candidates
and award marks for their performance in the interview and recommend the
remuneration to be paid.

7.4. From time to time, permanent staff or associates of a consulting firm may be
available as individual consultants. In such cases, the conflict of interest provisions
described in these Guidelines shall apply to the parent firm.

7.5 Individual consultants may be selected on a direct negotiation basis with due
justification in exceptional cases such as: (a) tasks that are a continuation of previous
work that the consultant has carried out and for which the consultant was selected
competitively; (b) assignments lasting less than six months; (c) emergency situations
resulting from natural disasters; and (d) when the individual is the only consultant
qualified for the assignment.
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Format for Simplified evaluation of quality.

Name of the consultancy firm:

1. Responsiveness

Appendix I

SI. No. Item Required
response

1. Has the consultant paid the RFP document Yes
fees,

2. Has the consultant submitted the requisite bid Yes
processing fee and bid security.

3. Have all the pages required to be signed by the Yes
authorized representative of the consultant
been signed.

4. Has the power of attorney been submitted in Yes
the name of authorized representative.

5. In the case of JV/consortium, whether the Yes
MOU has been submitted.

6. Has the consultant submitted all the required Yes
forms of the technical proposal.

7. Does the technical proposal contain any Yes
financial information?

8. Is financial proposal submitted separately in a Yes
sealed cover.

2. Evaluation of proposal.
SI. No. Item Required response

1. Does the consultancy firm have the Yes
required experience.

2. Does the proposed methodology of Yes
work fulfill the objectives of the
assignment / job till the last detail of the
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TOR.

Does the methodology, work plan and
staffing schedule provide coverage of

the entire scope of work as described in
TOR.

Yes

Does the team leader fulfill the
minimum educational qualification and
experience criteria.

Yes

Has the consultant provided for all the
professionals for requisite expertise.

Does the key professional (indicate the
position) tulfil the minimum
educational qualification and experience
criteria.

[Evaluate for all the proposed key
personnel]

Yes

Does the staffing schedule including the
key  professionals  proposed, the
responsibility assigned to them and the
support staff together is adequate for
performing the entire scope of work
indicated in the TOR.

Yes

Note: If the answer is yes, in all the cases, the consultancy firm is considered

technically qualified for the assignment.
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Appendix II

Format for Detailed evaluation of quality.

Summary Sheet
(Compiled from II-A, II-B, II-C, II-D)

(Only for proposals considered as responsive)

S.No.

Name of
the
Consultant

Firm’'s
Experience
(Max.
Marks)

Methodology
& Work
schedule

(Max.Marks)

Qualifications
of Key
Professionals
(Max. Marks)

Total
Marks.
(Max.
Marks
100)
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Responsiveness

Name of the Consultancy Firm

II-A

SI. No. Item Required response

1. Has the consultant paid the RFP Yes
document fees

2. Has the consultant submitted the Yes
requisite bid processing fees and bid
security.

3. Have all the pages required to be signed Yes
by the authorized representative of the
consultant been signed.

4. Has the power of attorney been Yes
submitted in the name of authorized
representative.

5. In the case of JV/consortium, whether Yes
the MOU/ Contract Agreement has
been submitted.

6. Has the consultant submitted all the Yes
required forms of the technical
proposal.

7. Has the consultant provided all the Yes
professionals for the requisite expertise.

8. Does the technical proposal contains Yes
any financial information

9. Is the financial proposal submitted Yes

separately in a sealed cover.
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Evaluation of Consultancy Firm’'s Experience

Sr.No. Name of the Number of Marks Awarded
Consultancy Firm Projects (Max. Marks)
of similar nature




Evaluation of Methodology & Work Schedule

S.No.

Name of the
Consultancy
Firm

Understanding
of TOR
(Max. Marks)

Work Plan
&
Methodology
(Max. Marks)

Organization
and Staffing
for the
proposed
assignment
(Max.
Marks)

Total
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Evaluation of the Consultants Key Professionals

Name of the Consultancy Firm:

Sr. Name of the Educational | Max. No.of | Max. | Experience | Max. Total
No Key Qualification | Marks | Projects | Marks of the Marks | Marks
Professionals of region (No. (4+6+8)
similar of Projects
nature in the
region)
1 2 3 4 5 6 7 8 9

46




