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Acronyms

SANAD SANAD Fund for MSME

TA Technical Assistance

TAFCOM Technical Assistance Facility Committee

TAF Manager Finance in Motion on behalf of the Technical Assistance Facility
TAF Technical Assistance Facility

RFP Request for Proposals

TOR Terms of Reference

EOQI Expression of Interest

LOI Letter of Invitation
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1. Introduction

This document aims to clearly explain the procurement procedures governing all Technical
Assistance (TA) projects funded under the SANAD Technical Assistance Facility (SANAD TAF).
It is based on the Policy & Procedures endorsed by the SANAD Technical Assistance Facility
Committee (TAFCOM) and is in line with best practices.

Below is an overview of the procurement procedures based on project size, outlining the se-
lection process for bidders/service providers, the procurement methods and the evaluation
grid.

These general guidelines are intended to accompany the relevant Request for Proposals
(RFP) or Letter of Invitation (LOI) for the specific project, which bidders will receive via e-mail.
The RFP will include:

- Conditions of tender and conditions of contract

- Terms of Reference (TOR)

- Deadline for submission and for requests for clarification
- Format requirements

- Declaration form for bidder, in which they confirm the acceptance of provisions
with respect to human rights, applicable environmental legislation including mul-
tilateral environmental agreements, as well as internationally agreed core labour
standards as well as conflict of interest as set out in the SANAD TAF General Terms
and Conditions.

For all projects, bidders can download the CV template, the Counterparty Information Sheet
template and Budget template on Fund’s website.

2. Guiding Principles

In the management of procurement process, the SANAD TAF operates in line with the follow-
ing principles:

Competition

Procurement processes are carried out with an emphasis on competitive bidding. In tender
processes, the SANAD TAF seeks to conduct procurement with the maximum number of po-
tential applicants/bidders.

Fairness

Potential Applicants/Bidders are to be given equal opportunity to participate in a tender pro-
cess. Unequal treatment of (potential) applicants/bidders must be prevented.
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Transparency

The tender process is thoroughly documented. Such information will be made available to all
parties involved in accordance with their respective right to information.

Confidentiality

All procurement-related information is confidential. Only the parties involved shall have ac-
cess to the relevant information in accordance with their respective right to information.

Economic EfFiciency and Sustainability

In the interest of an efficient use of funds, the aim of procurement processes is to award
contracts to bidders with the best cost-performance-ratio. The tender process will take into
account criteria that reflect not only the price, but also the quality of the offer.

Proportionality

The basic principles set out above must be applied appropriately, taking into consideration
all relevant circumstances and the balance of interests during the respective tender process.

Additionally, the TAF believes strongly in the value of diversity and thus strongly encourages
female candidates to participate. Furthermore, gender balance in a bidder’s team will be a
strong advantage for the selection as well as a criterion for the evaluation, as specified in
section 7 (Tender Evaluation Grid).

3. Procurement Methods & Guidelines Per Budget Threshold

This overview outlines the procurement methods, including budget thresholds and procure-
ment process carried out by the SANAD TAF.

The procurement method is determined based on the budget and one or more of the following
parameters: market conditions, availability of qualified consulting companies, and alignment
with project requirements. For projects above USD 350,000, the procurement method that
best meets the requirements and circumstances of the project (expected interest in the pro-
ject, timeline, etc.) will be selected.

3.1. Open Tender

Description Projects are awarded through a public, one stage competitive ten-
dering process, allowing all interested parties to submit bids.
Open Tender method involves requirement for international noti-
fication through the publication of tender on public procurement
platforms and the Fund's website.

Budget limits Above USD 350,000 (including co-financing)
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Procurement Process
Overview

e The Letter of Invitation is published on international procure-
ment platforms, such as the Official Journal of the EU (0J),
GTAI.de, Devex, and the Fund's website.

e Submissions are evaluated based on pre-defined criteria.

e An integrity check is performed to verify the eligibility of the
selected bidder.

e The selected bidder is presented to the TAFCOM.

e Contract negotiations are conducted with the selected bidder.

3.2. Restricted Tender

Description

Projects are awarded through a public, two-stage competitive ten-
dering process. The TAF Manager issues an international Call for
Expressions of Interest (EOI), and, following the evaluation of the
received EOIs, establishes a shortlist of bidders. These shortlisted
bidders are then invited to submit their proposals through RFP.

Budget limits

Above USD 350,000 (including co-financing)

Procurement Process
Overview

The Call for Expressions of Interest (EOI) is published on interna-
tional procurement platforms, such as the Official Journal of the
EU (03J), GTAIL.de, Devex, and the Fund’s website.

e EOIs are evaluated based on the following weighted criteria:

o Institutional capacity and resources in the required area of
expertise (50%)

o Relevant experience successfully carrying out similar as-
signments (50%)

e Ashortlist of at least three bidders is established based on the
EOI evaluation scores.

e The RFPisissued to the shortlisted bidders.

e Submissions are evaluated based on pre-defined criteria.

e An integrity check is performed to verify the eligibility of the
selected bidder.

e The selected bidder is presented to the TAFCOM.

e Contract negotiations are conducted with the selected bidder.
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Description

Projects are awarded through a simplified tendering process. The
TAF Manager develops a shortlist of at least three bidders and in-
vites them to submit proposals through a Request for Proposals
(RFP).

Budget Limits

From USD 85,000 to USD 350,000 (including co-financing)

Procurement Process
Overview

e Ashortlist of at least three bidders is established from the TAF
Manager’s service provider database.

e The shortlist is approved by the TAFCOM.

e The RFPis issued to the shortlisted bidders.

e Submissions are evaluated based on pre-defined criteria.

e An integrity check is conducted to verify the eligibility of the
selected bidder.

e The selected bidder is selected by the TAF Manager with the
notification of the selection to the TAFCOM.

e Contract negotiations are conducted with the selected bidder.

3.4. Direct Award

Description

The TAF Manager directly contracts a service provider based on
project requirements, including professional expertise, technical
skills, regional experience, and language proficiency. The TAF
Manager may conduct a market screening by reaching out to up
to three service providers, with the objective of identifying a suit-
able service provider for a direct award.

Budget limits

Under USD 85,000 (including co-financing)

Procurement Process
Overview

e A service provider! is screened and pre-selected based on their
track record and expertise.

e Anintegrity check is conducted to verify the eligibility of the se-
lected bidder.

e The service provider is endorsed either through the project pro-
posal or by notification of the final selection of the service pro-
vider to the TAFCOM following project approval.

e Contract negotiations are conducted with the selected service
provider.

1 The term ,Service Provider’ refers to a selected individual consultant or consulting company.
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3.5.Fast-Track Procedure

Description

In exceptional cases, regardless of budget and upon prior ap-
proval from the TAFCOM, a fast-track procurement process may
be applied when one of these conditions apply:

There is a limited number of specialists in the required field of
expertise so that an extensive competitive bidding process
would cause unnecessary delays or resource consumption,
without providing additional benefit.

The degree of urgency, duly justified and necessary for the
achievement of the objectives of the proposed activity, is such
that there is insufficient time for a broader search and/or com-
petitive bidding process.

Confidentiality concerns are paramount and prevent the in-
volvement of multiple bidders.

A previous tender has failed to produce results, with no quali-
fied bids received.

Continuity with a service provider who has been involved in
earlier project stages is necessary, and it may reasonably be
assumed that the previous consultant would be selected if a
competitive bidding process were conducted.

A high-risk profile institution requires a closely managed se-
lection process in collaboration with the Fund’s portfolio man-
agement teams.

The partner institution has gone through a procurement pro-
cess, the validity and alignment thereof with the Facility’s pro-
curement procedures has been verified by the TAF Manager,
hence a renewed competitive bidding would not provide addi-
tional benefits.

Procurement Process
Overview

Service providers are screened and pre-selected.

The Terms of Reference (TOR) are submitted to the pre-se-
lected service provider.

The pre-selected service provider is assessed based on their
track record in the relevant geographical and technical areas
outlined in TOR.

Abbreviated technical and financial proposals are requested.
An integrity check is conducted to verify the eligibility of the
selected service provider.

The selected service provider is presented to the TAFCOM.
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3.6. Procurement without Prior Request For Proposal (Exclusive Rights Exemption)

Description Regardless of budget and upon prior approval from the TAFCOM,

the TAF Manager is allowed to waive the tendering process and

directly contract the requested provider if:

e The TA project relates to a SANAD investment, where a single
TA provider has exclusive rights or capabilities (e.g. intellectual

property rights).

Procurement Process | e The service provider is asked to submit a detailed funding re-

Overview quest, specifying the use of the TA funds and clearly justifying
the scope of the assignment.

e Anintegrity check is conducted to verify the eligibility of the se-
lected bidder.

e The selected service provider is presented to the TAFCOM.

4. Tender Procedure

4.1. Presentation of Tender

Bidders must submit ‘Tender Documents’, the technical and financial proposal as well as
any other document requested in the RFP, in electronic form (PDF file) via e-mail. The tech-
nical and financial proposals must be sent as two separate files; each being clearly labelled
as “Technical Proposal” and/or “Financial Proposal”.

The financial proposal must be password-protected. Information related to the financial pro-
posal must not be included in the technical proposal. The TAF Manager will only request the
password for the financial proposal, if the respective technical proposal obtains the required
minimum of evaluation points (see chapter 6 Tender Evaluation). The password shall not be
provided or shared until requested by the TAF Manager.

Please note only in direct award procurement method, both the technical and the financial
proposal, as well as any other documents requested by the TAF Manager, can be submitted
without password-protecting the financial proposal.

The TA Procurement Unit of the TAF Manager ensures that the submitted tender documents
are not accessed until the initiation of the evaluation process.

The deadline for the receipt of tender documents is defined in the RFP and/or Letter of Invi-
tation. All tender documents received after that deadline will be automatically rejected
without evaluation.
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4.2, Language of Tender

The technical and the financial proposal, as well as all communication related to the present
tender shall be prepared in English or in French language. In exceptional cases, other lan-
guages may be used if explicitly specified in the TOR or RFP.

4.3. Submission of Tender

The TA Procurement Unit of the TAF Manager will handle the tender process. Bidders should
address the e-mails containing the tender documents to the TA Procurement Unit of the TAF
Manager at the email address defined in the RFP.

4.4. Contracting Authority

The contracting authority is the TA Facility, represented by Finance in Motion GmbH. A spe-
cific consulting services agreement will be concluded between the TA Facility and the Service
Provider, in some cases also a tripartite contract with the beneficiary. Contracts will be sub-
ject to the General Terms and Conditions available on the Fund’s website.

4.5. Validity Period of Tenders

The period of validity of tenders is 120 days from the deadline for receipt of tenders indicated
in the RFP or LOL.

4.6. Request fFor Additional InFormation

Any question, communication or request for additional information concerning the tender
process is only permitted in writing (via e-mail) to the TA Procurement Unit of the TAF Man-
ager on the following e-mail address: ta.procurement@finance-in-motion.com. If any clarifi-

cation regarding the tender process is necessary, the answers will be communicated simul-
taneously in writing (via e-mail or, if applicable, on the Fund’s website).

In Open Tender procurement method, answers will be provided to all candidates who have
notified the TAF Manager of their interest in the tender.

4.7. ConFidentiality

All documents shared with the shortlisted bidders in the framework of the tender process are
to be treated as strictly confidential and may not be shared with third parties without prior
approval of the SANAD TAF.

4.8. Cancellation

The SANAD TAF reserves the right to cancel the tender process at any time if it deems so
appropriate. Bidders participate in the tendering process with the understanding that they
will not be entitled to any form of compensation should the TAF Manager decides to terminate

the tender process before the contract is signed.
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4.9. Exclusion

Bidders who fail to adhere to the requirements described in this chapter 4 or to the deadline
for submission of tender documents, will be excluded from the tender.

5. Content of Tender

5.1. Technical proposal

The technical proposal should address the requirements of the project specific Terms of Ref-
erence (TOR) and comprise the following:

L. A relevant company/consortium profile

a. Anoverview of the company’s relevant experience (by topic, sector and/or re-
gion) aligned with the objectives of the project.

b. References of relevant projects carried out by the bidder. They shall be sub-
mitted as an annex to the proposal and shall be limited to one page each.

c. Declaration by the company/consortium indicating the total annual turnover
in Euro for the last 3 (three) years — as annex.

II. Critical analysis of the TOR
The bidder is invited to critically analyse the following sections of the TOR: ‘Tasks

to be realized’ and ‘Deliverables’, pointing out any possible short-comings and/or
suggesting his/her solutions and ideas, which can enhance the quality of the as-
signment and its output.

III. Proposed concept

a. Methodological approach and implementation concept?.
b. Work plan including time and staffing schedule?.

c. Ashort overview of project organization. It shall include project lead, key top-
ics, roles and responsibilities of the proposed team.

IV. Qualification and composition of the team

a. Description of the team: the proposed team members should comply with the
requirements of the TOR. The response should demonstrate why their exper-
tise and previous experience is relevant for the project and how it will be used
for the benefit of the project.

b. Previous and recent experience working with the type of beneficiary institu-
tion(s) supported through the project, in developing countries. The response

2 Bidders should not simply quote the TOR but should demonstrate how their approach will address the requirements of the TOR.
3Including a quantitative appreciation of the workload required (in expert-days) for each of the specified subtasks for each of the team
members
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should demonstrate how this experience will be used for the benefit of the
project.

c. Include experts with the necessary language skills (generally Arabic, English,
and/or French) used by the beneficiary institution.

d. Description of the tasks to be performed by each team member.

e. CVs of the proposed staff — in the format provided here.

Unless specified differently in the RFP, the technical proposal (excluding annexes) shall be
concise and not exceed 10 (ten) pages in total. CVs should not exceed 4 (four) pages each.

Any changes to the composition of the team following the submission of the bidder’s proposal
require the prior approval of the TAF Manager. Any replacement shall have comparable skills,
background, and experience.

5.2 Financial proposal

Unless specified differently in the RFP, the financial proposals shall be prepared using the
budget template, available for download on the Fund’s website. The bidder shall be respon-

sible for verifying the applicability of any taxes. If taxes are applicable, the bidder should list
and present them separately in the budget template.

All expenses shall be expressed in Euro (EUR)/US Dollars (USD).
5.3 Counterparty InFormation Sheet

Upon request, the bidder must provide the necessary identification information in writing, as
specified in the Counterparty Information Sheet. The form is available for download on the
Fund’s website. The Counterparty Information Sheet should be submitted in both excel and
PDF format.

Finance in Motion GmbH processes the data obtained from its counterparties following the
Data Privacy Notice to be found on the Fund’s website.

6. Tender Evaluation

The evaluation of the tenders received will follow a five-step approach:

Step 1: Evaluation of the technical proposal

Only the technical proposal will be opened on the submission date. The quality of each tech-
nical proposal will be evaluated according to the award criteria listed in the chapter Award
Criteria of this document.

If direct award method is applied, both the technical and the financial proposal are evaluated
at the same time. Thus, step 1 and 3 will be merged.
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Step 2: Interviews (if applicable)

After the evaluation of the technical proposals, the TAF Manager may contact one or more
bidders (e.g.: their lead expert and/or some of their key project team members), with the pur-
pose to review their capacity and capability to implement the TOR as laid out in the technical
proposal.

Step 3: Evaluation of the financial proposal

For bidders obtaining a minimum of 55 points (of maximum 80 points) on their technical pro-
posal and proposed staff (including interview), the password to the financial proposals will
be requested.

The financial proposal with the lowest budget will be awarded the maximum score of 20
points. For higher proposed budgets, the score will be calculated by dividing the lowest pro-
posed budget by the budget under consideration and multiplying the result by the maximum
score (20).

Step 4: Selection of the winning bidder and contract negotiations

The tender evaluation will be summarized in writing, including a comparison of the submitted
proposals and a recommendation on the contract awarding.

The TAF Manager will perform an integrity check using the Counterparty Information Sheet,
as well as other relevant documentation.

The bidder whose offer achieves the highest score on the technical proposal and the financial
proposal combined, and whose integrity check is assessed as satisfactory, will be considered
the winning bidder.

The TAF Manager will invite the winning bidder to contract negotiations. In case no agreement
can be reached with the 1st placed bidder, the TAF Manager will proceed to negotiate the
contract with the 2nd placed bidder or cancel the tender and launch a new tender. As part of
the contract negotiations, it is not permitted to re-negotiate essential terms and conditions
of technical and financial proposals.

In case of open or restricted tendering, the TAF Manager will submit to the TAFCOM the pro-
posed bidder’s offer for endorsement prior to the start of contract negotiations.

Step 5: Notification of other bidders

The TAF Manager notifies the unsuccessful bidders via email.

7. Award Criteria

The TAF Manager will select the winning bidder, applying the approach to evaluation as set
out in the previous chapter Tender Evaluation, using the award criteria and weightings in the
Tender Evaluation Grid provided below.
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Tender Evaluation Grid

Criterion Max points
A Quality of the technical proposal 35
A-1 | Analysis of the Terms of Reference 10
A-2 | Proposed approach 25
B Qualification and composition of the team 45

Specific professional skills / expertise of pro-
B-1 | posed experts and company’s relevant expe- 25
rience

Appropriate team composition, ensuring gen-
B-2 | der diversity and inclusion, to enhance the 10
delivery of consultancy services

Regional expertise ensuring in-depth

B-3 knowledge of the local environment 10
Cc Financial proposal 20
C-1 | Financial proposal 20
TOTAL 100

8. Monitoring

During project implementation, the Service Provider shall closely cooperate with the TAF
Manager, keeping him/her up to date regarding all significant (incl. anticipated/expected/re-
quired) deviations from the TORs and providing project outputs as defined in the TORs.

The Service Provider shall submit a draft of the specified deliverables (e.g.: study, question-
naires) in accordance with the project schedule and assignment requirements. The TAF Man-
ager will comment on the documents within the agreed timeframe, to be incorporated into
the final deliverables. The Service Provider must be capable of collecting all necessary data
for the preparation of the deliverables

Any change in the composition of the team after the submission of tender documents shall
be subject to prior written approval by the TAF Manager. Any replacement shall have compa-

rable skills, background and experience.
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9. Evaluation

The TAF Manager is required to prepare an internal evaluation report on the Service Provider’s
performance. Performance tracking will be done by the TAF Manager. At completion of the
project the TAF Manager, along with beneficiaries, will evaluate the performance as well as
the effectiveness of the project.

10. Remuneration

Subject to the contractual agreement, the Service Provider shall be paid at the rates set out
inits original financial offer. Payments shall be subject to prior acceptance of the deliverables.
Any specific problems with the acceptance of deliverables will have to be resolved by the
Service Provider before invoices are approved and payments are made, as defined in the TOR.
Depending on the type of project and in line with the contract, the Service Provider shall sub-
mit invoices in accordance with the following provisions:

Advance payment: The Service Provider will be entitled to an advance payment of
up to 25 % of the total value of the TA assignment.

Interim Payment(s): [an] interim payment[s] shall be paid after completion of certain
project stages, against presentation of an invoice. Payments shall be subject to prior
acceptance of the deliverables and the Service Provider’s reports by the TAF Manager
and (in case of a tripartite contract) by the beneficiary.

Final Payment: The final payment is subject to approval of all deliverables and the
Final Report by the TAF Manager and (in case of a tripartite contract) by the beneficiary
and must be at least 10% of the total contract value.

The TAF Manager can set different payment structures and percentages in case the contract
value is inferior to USD 85,000.
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