ICF PROCUREMENT GUIDELINES:

SELECTION AND EMPLOYMENT OF CONSULTANTS

ICF Procurement Guidelines for the Selection of €itants - 2008



Paragraph Contents Page
I Introduction 1
11 Purpos 1
13 General Consideratio 1
14 Conflict of Interes 1
15 Eligibility 1
1.6 Review, Assistance, and Monitoring 2
1.7 Fraud and Corruption 2
1.8 Procurement Plan 2
Il Quality- and Cost-Based Selection (QCBS) 2

2.1 The Selection Process 2
2.3 Terms of Reference (TOR) 3
24 Cost Estimate (Budget) 3
2.5 Advertising and 3
2.6 Pre-qualification Criteria 4
2.7 Short List of Consultants 4
2.9 Preparation and Issuance of the Request f@oBats (RFP) 5
2.10 Letter of Invitation (LOI) 5
211 Instructions to Consultants (ITC) 5
2.12 Time-limits for Replies 5
2.14 Receipt of Proposals 5
2.16 Evaluation of Proposals: Consideration of @uahd Cost 6
2.17 Evaluation of Quality 6
2.22 Evaluation of Cost 7
2.25 Combined Quality and Cost Evaluation 8
2.26 Negotiations and Award of Contract 8
2.30 Publication of the Award of Contract 9
2.31 Debriefing 9
2.32 Rejection of All Proposals, and Re-invitation 9
2.33 Confidentiality 9
2.34 Single-Source Selection 9

Definitions

PIN Prior information notice thatssued at the start of the year

FinCom Audit and Finance Committee @ |

Proactive project Any project initiated tetICF

Implementers Consultants, external to ICF, appdind manage and oversee

the implementation of ICF PROJECTS
Task Force An ICF Task Force consisting of memb&mAC and ICF

Staff, tasked with dealing with one or more focteaa specific
to ICF objectives
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INTRODUCTION
Purpose

1.1 The purpose of these procurement Guidelin&s agfine ICF’s procedures for selecting,
contracting, and monitoring consultants requiredg@ngaged by:

= |ICF for the development, design and evaluationroagtive projects;
= Grant recipients for the implementation of projeittat are financed in whole or in
part by grants from ICF.

1.2 The Grant Recipient is responsible for impletimgnan ICFgrant funded project, and

for selecting the consultant, awarding and adnenisy the consultancy contract. These
Guidelines apply to the selection and employmentasfsultants for the project as provided
for in the Grant Agreement. The rights and obligasi of the Grant Recipient and the
consultant are governed by the specific RequestPfoposals (RFP) issued by the Grant
Recipient and by the contract signed by the GrasdigRent with the consultant, and not by
these Guidelines or the Grant Agreement.

General Considerations

1.3 All procurement shall be discharged honeslyly, transparently and in a cost effective
and efficient manner. ICF considers that, the almnsiderations are best addressed through
competition among qualified short-listed firms imish the selection is based on theality

of the proposal and on thecost of the services to be provided (Quality- and Cost-Based
Selection (QCBS).

Conflict of Interest

1.4 Potential conflicts of interest in the tendgrprocess shall be avoided. Care should be
taken to ensure that consultancy work specificatiand criteria should be as open and as
generic as possible in order to avoid favouring @mg solution or any one party.

Eligibility

1.5 To foster competition ICF permits firms and iwiduals from all countries to offer
consulting services for ICF-financed projects. Acgnditions for participation shall be
limited to those that are essential to ensure ttme'st capability to fulfil the contract in
question. However:

(a) Consultants may be excluded if (i) as a maifdaw or official regulations, the Grant
Recipient’s country prohibits commercial relatiomh the consultant’'s country or (ii) by an
act of compliance with a decision of the Uniteditiag Security Council taken under Chapter
VII of the Charter of the United Nations.

(b) Government-owned enterprises or institutionstie Grant Recipient’s country may
participate only if they can establish that theyafie legally and financially autonomous, (ii)
operate under commercial law, and (iii) are notetelent agencies of the Grant Recipient or
Sub-Grant Recipient.

(d) Government officials, and civil servants mayyobe hired under consulting contracts,

either as individuals or as members of a teamajdresulting firm, if they (i) are on leave of
absence without pay; (ii) are not being hired by thgency they were working for
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immediately before going on leave; and (iii) theinployment would not create a conflict of
interest.

Review, Assistanceand Monitoring

1.6 ICF and auditors appointed by ICF shall reviteer Grant Recipient’s selection process
for the hiring of consultants proposed by the Graetipient in the Procurement Plan to
ensure compliance with the Grant Agreement ancetf@sdelines. The Grant Recipient shall
retain all documentation with respect to each @mttduring project implementation and up
to two ears after the closing date of the Grante&grent. This documentation would include,
but not be limited to, the signed original of thentract, the analysis of the respective
proposals, and recommendations for award the regjdistification, the qualifications and
experience of the consultants, for examination ®k, lauditors appointed by ICF or by its
consultants.

Fraud and Corruption

1.7 It is ICF’s policy to require that Grant Reeipis, as well as consultants and their
subcontractors under ICF-financed contracts, olestire highest standard of ethics during the
selection and execution of such contracts. In @nse of this policy, ICF will reject a
proposal for award, cancel the portion of the Gralhbcated to a contract; sanction a
consultant if it at any time determines that thader process was marred by corrupt,
fraudulent, collusive, coercive, or obstructiveqgtiges. In addition, ICF will have the right to
require that, in contracts financed by an ICF gramtprovision is included requiring
consultants to permit ICF to inspect their accowamd records and other documents relating
to the submission of proposals and contract pedoga and to have them audited

Procurement Plan

1.8 As part of the preparation of the project, @mant Recipient shall prepare and, before
Grant negotiations, furnish to ICF for its approval Procurement Plan acceptable to ICF
setting forth: (a) the particular contracts for soiting services required to carry out the
project; (b) the proposed methods for selectiooamisultants services; and (c) the related ICF
review procedures. The Grant Recipient shall uptlageProcurement Plan annually or as
needed throughout the duration of the project. GQrant Recipient shall implement the

Procurement Plan in the manner in which it has laggmoved by ICF.

II. Quality- and Cost-Based Selection (QCBS)

The Selection Process

2.1 QCBSuses a competitive process among short-listed fthmas takes into account the
quality of the proposal and the cost of the sesvingthe selection of the successful firm. Cost

as a factor of selection shall be used judiciouBhe relative weight to be given to the quality
and cost shall he determined for each case depgndithe nature of the assignment.

2.2 The selection process shall include the followiteps:
(A) preparation of the TOR;
(B) preparation of cost estimate and the budget;

(C) advertising;
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(D) Determination of pre-qualification criteria;
(E) preparation of the short list of consultants;

(F) preparation and issuance of the RFP [which Ishioalude: the Letter of Invitation
(LOI) to submit pre-qualification information anétdiled implementation proposals;
Instructions to Consultants (ITC); the TOR andpheposed draft contract];

(G) receipt of proposals and pre-qualification mfation;
(H) Identification of pre-qualified consultants;

() evaluation of technical proposals: consideratd quality;
(J) public opening of financial proposals;

(K) evaluation of financial proposal;

(L) final evaluation of quality and cost; and

(M) negotiations and award of the contract to #lected firm.

Terms of Reference (TOR)

2.3 The scope of the services described in the 3@ be compatible with the budget if this

has already been determined. TOR shall definelgl#ae objectives, goals, and scope of the
assignment and provide background information idicig a list of existing relevant studies

and basic data) to facilitate the consultants’ gragpon of their proposals. TOR shall list the
services and surveys necessary to carry out thignassnt and the expected outputs. Firms
shall be encouraged to comment on the TOR in theposals. The ICF or the Grant

Recipient’'s and consultants’ respective responsésishould be clearly defined in the TOR.

Cost Estimate (Budget)

2.4 The cost estimate shall be based on an assgsshibe resources needed to carry out the
assignment: staff time, logistical support, and sptgl inputs (for example laboratory
equipment). Costs shall be divided into two broatégories: (a) fee or remuneration and (b)
reimbursable expenses.

Advertising and Thresholds

2.5 For procurement below the ICF threshold of UB®80, less formal procedures may be
applied to award contracts on the basis of respatosgpecifications sent by fax or email to at
least 3 service providers. Task Forces are alswedl greater flexibility and autonomy in the
selection of external consultants by allowing themecommend to the CEO, Consultants to
be appointed without advertising.

Alternatively direct invitation to solicit expressis of interest (without advertising) may be
used to invite firms:

= deemed appropriately qualified for a particularj@co (@ppropriate for specialised
requirements in markets with a limited number of service providers); or

= on a list of pre-approved and suitably qualifiechsdtants that is established and
maintained on an open and objective basis
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To obtain expressions of interest for procuremdmbva the threshold, , a request for
expressions of interest for each contract for chimgufirms shall be advertised in the national
or regional gazette or in a national or regionaksgaper or on a freely accessible website.
Expressions of interest may also be advertisechimgernational newspaper or a technical
magazine.

Pre-qualification Criteria

2.6 All external consultants must be pre-qualifitedensure that they have the resources,
capacity and reach to perform the service for whiky are to be appointed. Criteria to be
considered for pre-qualifying external consultants as follows:

Criteria Comment Score

Financial Viability Ensure that the Consultant is financially stable 0-5

Key Personnel Does the Consultant have the human 30-50
resources necessary to carry out this service

Professional Qualifications |Does the Consultant have the qualifications/ 20-50
licences necessary to deliver this service

Statutory Compliance Ensure that the Consultant is statutorily 0-10

compliant (e.g. regulatory lecences, tax
clearance certicates etc)

Geographical Scope Does the Consultant have the geographical 0-10
knowledge and reach to effectively carry out
the Consultancy Agreement

Prior Experience Does the Consultant have any similar 10-15
experience that will support it in carrying out the
assignment

The above weights are indicative and the actuagjmsito be applied should be disclosed in
the RFP.

Short List of Consultants

2.7 Short lists shall comprise at least 3 firmsF I@ay agree to short lists comprising a
smaller number of firms in special circumstances, dxample, when only a few qualified
firms have expressed interest for the specifiogassent or when the size of the contract does
not justify wider competition. Firms that expressaterest, as welas any other firm that
specifically so requests, shall be provided thalfgtort list of firms.

2.8 Where the consultancy work to be done will coss lkgn US$100,000er 6 months, the
shortlist shall consist of at least 3 prospectivevigers. However, when Task forces require
Consultants for work costing less than US$100,3806pmonths, it is recommended that they
identify more than one consultant but it is ackreniged that this will not always be possible
due to time constraints or specialized techniaatal knowledge. Where the Consultancy
assignment to be done will exceed US$100,000 peoiiths, the shortlist shall consist of 5
prospective providers. Conversely, at least 3 modge Consultants shall be required for
consideration of Task Force assignments that wgt enore than US$100,000 over 6 months.
In the event that there is fewer than the requmachber of short-listed firms, the reasons for
the shortfall shall be documented in a registeee Register shall be kept for inspection by
ICF and auditors appointed by ICF.

Preparation and Issuance of the Request for Propoka(RFP)
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2.9 The RFP shall include (a) a Letter of Invitatigb) Information to Consultants, (t¢he
TOR, and (d) the proposed contract. All the docusiercluded in the RFP shall be listed. If
the RFP is distributed electronically, the elecizosystem shall be secure to avoid
modifications to the RFP and shall not restrict #oeess of short-listed consultants to the
RFP.

Letter of Invitation (LOI)

2.10 The LOL1 shall state the intention of the gnisuing the LOI to enter into a contract for
the provision of consulting services, the sourcéantls, the details of the client and the date,
time, and address for submission of proposals.

Instructions to Consultants (ITC)

2.11 The ITC shall contain all necessary informattbat would help consultants prepare
responsive proposals, and shall bring as much pgeaeacy as possible to the selection
procedure by providing information on the evaluatiprocess and by indicating the
evaluation criteria and factors and their respectieights and the minimum passing quality
score. The ITC shall indicate the total budgetiier consultancy services sought if the budget
is available. Consultants, however, shall be feeprépare their own estimates of staff time to
carry out the assignment and to offer the corredipgncost in their proposals. The ITC shall
specify the proposal validity period, which shoblladequate for the evaluation of proposals,
decision on award, and finalization of contractatigions

Time-limits for Replies

2.12 Minimum time-limits are set down for the difént stages of the procurement process as
follows:

= For receipt of expressions of interest: 37 daysiftbe date of the advert
= For receipt of proposals: 40 days from the dathefetter of Invitation;
= |f a prior information notice (“PIN”) has been pigdhled: the minimum time may be

reduced to 36 days but in no circumstances less2Ralays rfo reduction in time for
receipt of expressions of interest);

2.13 In emergencies, shorter time limits may giag as follows:

= For expressions of interest: not less than 15 ffays the date of the dispatch of the
advert (10 days if the advert, Notice is sent eteuntally); and

= For receipt of proposals: not less than 10 days fitee date of the LOI
Receipt of Proposals

2.14 On receipt of the pre-qualification infornaatiand the proposals, the pre-qualification
information shall be considered first. Successfuylhe-qualifying providers shall not be
ranked against each other. Pre qualification isefgea safeguard to ensure that only the
proposals of appropriate providers are considesedgpointment.

2.15 Only proposals of providers who successfully pralfy should be considered.
Enough time shall be allowed for the consultantgrapare their proposals. The time allowed
shall depend on the assignment, but normally stwlbe less than four weeks or more than
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three months. During this interval, the firms maguest clarifications about the information
provided in the RFP. Clarifications shall be praddn writing and copied to all firms on the
short list. If necessary, the deadline for subrossof proposals shall be extended. The
technical and financial proposals shall be subnhittd the same time with the pre-
qualification information. No amendments to thehtdcal or financial proposal shall be
accepted after the deadline. To safeguard the rityegf the process, the technical and
financial proposals shall be submitted in sepasatded envelopes. The technical envelopes
of the pre-qualified consultants shall be openednédiately after the closing time for
submission of proposals. The financial proposatdlsiemain sealed until they are opened
publicly. Any proposal received after the closimmé for submission of proposals shall be
returned unopened. Electronic systems permittingsglbants to submit proposals by
electronic means, shall be used provided that th&tesn is secure, maintains the
confidentiality and authenticity of proposals sutted, uses an electronic signature system or
equivalent to keep consultants bound to their psafs and only allows proposals to be
opened with due simultaneous electronic authodmatdf the consultant and the team
receiving the submissions. In this case, consutsinall continue to have the option to submit
their proposals in hard copy.

Evaluation of Proposals: Consideration of Quality ad Cost

2.16 The evaluation of the proposals shall be edrout in two stages: first the quality, and
then the cost. Evaluators of technical proposaksll stiot have access to the financial
proposals until the technical evaluation is conetlid=inancial proposals shall be opened only
thereafter. The evaluation shall be carried outulhconformity with the provisions of the
RFP.

Evaluation of the Quality

2.17 Each technical proposal shall be evaluatemidusn evaluation committee of three or
more specialists in the sector), taking into actosewveral criteria: (a) the consultant’s
relevant experience for the assignment, (b) thditguzt the methodology proposed, (c) the
qualifications of the key staff proposed, (d) tfen®f knowledge, if required in the TOR, and
(e) the extent of participation by nationals amdwmay staff in the performance of the
assignment. Each criterion shall be marked on ke sifal to 100. Then the marks shall be
weighted to become scores. The following weights iadicative. The actual percentage
figures to be used shall fit the specific assignmamd shall be within the ranges indicated
below. The proposed weights shall be disclosetderRFP.

Quality evaluation criteria Points Score
Consultants specific experience 0-10
Methodology 20 -50
Key Personnel 30 - 60
Transfer of Knowledge 0-10
Participation by nationals 0-10
Total 100

2.18 These criteria shall normally be divided isti-criteria. For example, sub-criteria under
methodology might bénnovation andlevel of detail. However, the number of sub- criteria
should be kept to the essential. The weight gieeexperience can be relatively modest, since
this criterion has already been taken into acceurgn short-listing and pre-qualifying the
consultant. More weight shall be given to the mdtiogy in the case of more complex
assignments (for example, multidisciplinary fedg&ipbr management studies).
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2.19 Evaluation of only the key personnel is receamded. Since key personnel ultimately
determine the quality of performance, more weidtgllsbe assigned to this criterion if the
proposed assignment is complex. The qualificatiamsl experience of proposed key
personnel shall be reviewed in theirricula vitae, which must be accurate, complete, and
signed, by an authorized official of the consultingirm and the
individual proposed. The individuals shall be ratadthe following three sub-criteria, as
relevant to the task:

(a) general qualifications: general education aaithing, length of experience, positions held,
time with the consulting firm as staff, experieft@eveloping countries, and so forth:

(b) adequacy for the assignment: education, trgjnémd experience in the specific sector,
field, subject. and so forth, relevant to the galttr assignment; and

(c) experience in the region: knowledge of the lld@maguage, culture, administrative system,
government organization, and so forth.

2.20 Each proposal shall be evaluated on the hlHsits responsiveness to the TOR. A
proposal shall be considered unsuitable and slealtefected at this stage if it does not
respond to important aspects of the TOR or it falsachieve a minimum technical score
specified in the RFP.

2.21 At the end of the process, a Technical Evilnd&eport of the “quality” of the proposals
shall be prepared. The report shall substantiaedhults of the evaluation and describe the
relative strengths and weaknesses of the propdsalgcords relating to the evaluation, such
as individual mark sheets. shall be retained gotihpletion of the project and its audit.

Evaluation of Cost

2.22 After the evaluation of quality is completdtie consultants who have submitted
proposals shall be informed, of the technical mim$ésigned to each consultant and those
consultants whose proposals did not meet the mimimgualifying mark or were considered
non-responsive to the RFP and TOR shall be inforthatitheir financial proposals will be
returned unopened after the signature of the ccntfde consultants that have secured the
minimum qualifying mark shall be simultaneouslyarthed of the date, time, and place set
for opening the financial proposals. The openintg ghall be defined allowing sufficient time
for consultants to make arrangements to attencopeming of the financial proposals. The
financial proposals shall be opened publicly in f{esence of representatives of the
consultants who choose to attend (in person omepliThe name of the consultant, the
technical points, and the proposed prices shallrdzel aloud (and posted online when
electronic submission of proposals is used) andrdeel when the financial proposals are
opened, and a copy of this record shall be retaioedudit purposes or review by ICF. The
minutes of the public opening and a copy of thisord shall be promptly sent to all
consultants who submitted proposals.

2.23 The Grant Recipient shall then review therfaial proposals shall then be reviewed. If
there are any arithmetical errors, they shall reected.

2.24 For the purpose of evaluation, ‘cost” shatllede local identifiable indirect taxes on the
contract and income tax payable to the countnhefGrant Recipient on the remuneration of
services rendered in the country of the Grant Rewifby non-resident staff of the consultant.
The cost shall include all consultants’ remuneratand other expenses such as travel,
translation, report printing, or secretarial exgnsrhe proposal with the lowest cost may be
given a financial score of 100 and other propogalen financial scores that are inversely
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proportional to their prices. Alternatively, a ditly proportional or other methodology may
be used in allocating the marks for the cost. Tkeéwdology to be used shall be described in
the RFP.

Combined Quality and Cost Evaluation

2.25 The total score shall be obtained by weightirey quality and cost scores and adding
them. The weight for the “cost” shall be chosekjng into account the complexity of the
assignment and the relative importance of qualitye weight for cost shall normally be 20
points out of a total score of 100. The proposedgmiangs for quality and cost shall be
specified in the RFP. The firm obtaining the highéstal score shall be invited for
negotiations.

Negotiations and Award of Contract

2.26 Negotiations shall include discussions of Ti@R, the methodology, staffing, Grant
Recipient's inputs, and special conditions of thantract. These discussions shall not
substantially alter the original TOR or the ternfigh® contract, lest the quality of the final

product, its cost, and the relevance of the inieluation be affected. Major reductions in
work inputs should not be made solely to meet thégbt. The final TOR and the agreed
methodology shall be incorporated in “DescriptidrServices,” which shall form part of the

contract.

2.27 The selected firm should not be allowed tosBtilie key staff, unless both parties agree
that undue delay in the selection process makes suiostitution unavoidable or that such
changes are critical to meet the objectives ofabsgnment, if this is not the case and if it is
established that key staff were included in thgppsal without confirming their availability,
the firm may be disqualified and the process comtihwith the next ranked firm. The key
staff proposed for substitution shall have quadifions equal to or better than the key staff
initially proposed.

2.28 Financial negotiations shall include clarifica of the consultants’ tax liability in the
Grant Recipient’s country (if any) and how this tebility has been or would be reflected in
the contract. As Lump-Sum Contracts payments amedan delivery of outputs (or
products), the offered price shall include all so&taff time, overhead, travel, hotel. etc.).
Consequently, if the selection method for a Lummsaoontract included price as a
component, this price shall not he negotiatedhéndase of Time- based Contracts, payment
is based on inputs (staff time and reimbursablést@nd the offered price shall include staff
rates and an estimation of the amount of reimblesabsts. When the selection method
includes price as a component, negotiations of stés should not take place, except in
special circumstances, like for example, staff gatéfered are much higher than typically
charged rates by consultants for similar contra@ensequently, the prohibition of
negotiation does not preclude the right of thentli® ask for clarifications, and, if fee are
very high, to ask for change of fees, after duesattation with ICF. Reimbursable costs are
to be paid on actual expenses incurred at cost ppEsentation of receipts and therefore are
not subject to negotiations. However, if the cliam@nts to define ceilings for unit prices of
certain reimbursable costs (like travel or hotdksy they should indicate the maximum
levels of those rates in the RFP.

2.29 If the negotiations fail to result in an acceptalgentract, negotiations shall be
terminated and the next ranked firm invited for aiggfions. The Grant Recipient shall
consult with ICF prior to taking this step. The sahant shall be informed of the reasons for
termination of the negotiations. Once negotiatiarescommenced with the next ranked firm,
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the earlier negotiations shall not be opened. Afegyotiations are successfully completed, the
other firms on the short list shall be promptlyified that they were unsuccessful.

Publication of the Award of Contract

2.30 After the award of contract the following infwation shall be published: (a) the names
of all consultants who submitted proposals: (b) teehnical points assigned to each
consultant: (c) the evaluated prices of each ctansul (d) the final point ranking of the
consultants: (e) the name of the winning consultard the price, duration, and summary
scope of the contract. The same information shallsbnt to all consultants who have
submitted proposals

Debriefing

2.31 The publication of contract award referredntg@aragraph 2.30 shall specify that any
consultant who wishes to ascertain the groundswbith its proposal was not selected,
should request an explanation form the publishbe &xplanation as to why such proposal
was not selected shall be promptly provided eithewriting and/or in a debriefing meeting,
at the option of the consultant. The requestingsatiant shall bear all the costs of attending
such a debriefing.

Rejection of All Proposals,and Re-invitation

2.32 It will be justified to reject all proposalslg if all proposals are non-responsive because
they present major deficiencies in complying witihe tTOR or if they involve costs
substantially higher than the original estimatetha latter case, the feasibility of increasing
the budget, or scaling down the scope of servicéils the firm should be investigated in
consultation with ICF. The new process may inclueldsing the RFP (including the short
list) and the budget. These revisions shall beezbjupon with ICF.

Confidentiality

2.33 Information relating to evaluation of prop@sahd recommendations concerning awards
shall not be disclosed to the consultants who sitbédhthe proposals or to other persons not
officially concerned with the process, until thebpication of the award of contract, except as
provided in paragraph 2.20 and 2.27.

Single-Source Selection (SSS)

2.34 Single-source selection shall be used onkgxiceptional cases. Single source selection
may be appropriate only if it presents a clear athge over competition: (a) for tasks that
represent a natural continuation of previous walkied out by the firm, (b) in emergency
cases, such as in response to disasters and feulting services required during the period
of time immediately following the emergency, (c) feery small assignments, or (d) when
only one firm is qualified or has experience of eptional worth for the assignment. In
instances where only one appropriate provider meyavailable or qualified to perform the
work, the reasons shall be documented in a Redistarfor inspection by ICF and auditors
appointed by 1CF.
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